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1 DOLLARS & SENSE 


Preface 


* Annual income twenty pounds, annual expenditure 
twenty pounds ought and six, result misery.’ 


Mr. Wilkins Micawber, in 
David Copperfield 
by Charles Dickens 


Who doesn’t feel for Mr. Micawber? His economic theory is 
unbeatable, but he lacks the patience to follow his own advice. 
What makes him so universally sympathetic a character is that there 
is a little of Micawber in everyone who relies more on optimism 
than organization to fend off financial misery. 


Mr. Micawber did have some excuse. Bookkeeping in 1850 was a 
tedious business, requiring meticulous copying of every transaction 
into several ledgers. Micawber was always hoping that something 
would “turn up,” but neither he nor Mr. Dickens could have 
anticipated that one day such time-consuming tasks would be 


handled electrically. 


| In the 1940s the advent of computers changed forever the way 


businesses keep their books, but it wasn't until the 1980s that 
minicomputers brought electronic financial organization into the 
home. 


Now something remarkable has indeed turned up. It is Dollars and 
Sense—a masterpiece of personal computer software that makes any 
other form of money management seem a little Victorian. Not even 
Mr. Micawber could resent the few minutes needed each week to 
update Dollars and Sense records—a small price to pay for great 
savings in time, money and anxiety. 


Dollars and Sense saves money by organizing money. You can store 
your financial records in up to 120 easily-accessed accounts. You can 
establish budgets: fixed or variable, monthly or annual. Dollars and 
Sense will write checks for you, make transactions automatically, 
even remind you to pay your bills. 


At any time you can ask for detailed reports and vivid graphs that 
tell you exactly how you are doing. Year-to-Date Summaries, 
Income Statements, Balance Sheets, Cash Flow Analyses, “What If?" 
Projections—all are literally at your fingertips. 
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introduction | You don't need to know anything about accounting or computers 
i to get full value from Dollars and Sense. With just an hour or two 
| to learn the program and a few minutes each week to update 
| your records, you can become as financially organized as any 
| 


professional accountant. 


Dollars and Sense will save you money, and time, and drudgery — 
and it will also relieve you of the anxiety that comes from not 
knowing exactly where you stand in money matters. 
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H What Dollars Dollars and Sense stores financial records compactly and efficiently. 
= — But more than being just an "electronic filing cabinet.” Dollars and 
Sense is an information resource that affects every aspect of your 
financial life. It helps you manage your money by providing 
information in the form of a variety of reports, graphs and 
projections. It provides data for such documents as loan 
applications and tax returns. And it gives you the freedom to 
speculate on the outcome of alternative management Strategies. 


The range of tasks that Dollars and Sense can help you accomplish 
includes: 

* Basic Budget Management * Profit/Loss Reports * Expense Analysis 
e Transferring Funds € Efficiency Comparisons * “What If?" 
Forecasts * Investment Management ® Credit Card Management * 
Automatic Bill Paving * Inventorying * Reconciling Bank Statements 
* Expense Accounting * Income Statements ® Balance Sheets * 

Cash Flow Analyses * Automatic Check Writing * Account YTD 
Summaries * 


Some of the capabilities of Dollars and Sense arc: 


Accounts (Money Categories) Maximum: 120. 


Account Types ASSETS, LIABILITIES, INCOME, 
EXPENSES and CHECKING. 
Automatic Transactions Maximum: 25 sets of 100. 
Budgets For all accounts, maximum of 
32 variables. 
Checking Accounts Maximum: 12. 
Check Writing On pre-printed checks. 
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| Current Balance Displayed For Net Budget, Account and 
| Bank Account. 
Data Storage 2,000 transactions per file; any 
number of files. 


Reports and Graphs Displayed or printed. 


Printers Apple Imagewriter or any 
fully-compatible printer. 


need to know about Dollars and Sense in this manual. The first half. 
which contains an intensive tutorial, is valuable for first-time users— 
who may know nothing about accounting or computers. The 
second half includes a complete “Working Reference Guide" that 


Bl The Manual Both novice and experienced operators will find everything thev 
| givesa detailed view of how Dollars and Sense operates. 


Al} the Macintosh keystrokes and mouse moves needed for 
operating Dollars and Sense are described in this manual. but you 
will master the program much faster if you have read the Macintosh 
owner s manual (a suitably well-written guide for a well-designed 
computer system). | 


The Dollars and Sense manual is organized as follows: 


Basic Dollars and Sense 

This section gives an overview of how the program is organized 
and how to use mouse and kevboard to select options and issue 
commands. 


— —À 


First-time Tutorial 

A new user can begin this tutorial with a minimal knowledge of 
Dollars and Sense. The tutorial gives "hands on" experience of the 
major functions of the program—all that is needed to begin 
operating Dollars and Sense as an everyday financial management 
tool. 

Some Applications 

Dollars and Sense has the versatility to handle a variety of money 


management tasks. Exactly how you run the program is up to you. 
This section of the manual discusses some useful applications. 
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Working Reference Guide 

This section is designed primarily for the users with some 
experience of the program. It describes all Dollars and Sense 
functions in detail, organizing the information in the same order as 
pull-down menus appear on screen. 


Reports and Graphs 
These are the actual reports and graphs produced by Dollars and 
Sense, serving as examples of how the program can be used. 


Glossaries and Appendices 
These pages provide miscellaneous details of Dollars and Sense 
operation, organized for quick reference. 


Dollars and Sense and Macintosh have much in common. Both are 
simple to learn, both are logically organized—and behind their 
simplicity and logic is a lot of powerful. sophisticated processing. 


The Macintosh, plus mouse and keyboard, has all the power vou 
need for lifelong money management. And the speed and 
convenience of the system can be increased still more if vou have an 
extra disk drive. 


The hardware and software requirements are as follows: 


Hardware: 

Macintosh or Lisa with MacWorks. 
Additional disk drive recommended. 
Apple Imagewriter printer (optional). 
Hard drive (optional). 

Software: 


One Macintosh disk with Dollars and Sense program, blank disks for 
storing records. 
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disk because it is copy-protected.) 


Special. If vou have either a hard disk or an external drive on your Macintosh, 
Instructions we recommend that you make a working copy of your Dollars 

for Hard Disk | ds disk. This will hel 

or External | and Sense program isk. This will help to protect your program 
Drive Use | disk. (You cannot make a complete copy of the Dollars and Sense 


To make a working copy for an external disk drive, first format a 
disk (or, remove all the files from it.) Then move the System Folder 
and the Dollars & Sense Folder to it. 


To make a working copy on a hard drive. you need move only the 
Dollars & Sense Folder to the hard drive. 


When you use the working copy, Dollars and Sense will prompt you 
to insert your master disk for verification. After verification, you will 
be instructed to insert your working copy again. You are now ready 

to use Dollars and Sense. 
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Basic Dollars 
and Sense 


ll How Financia! 
Records are 
Organized 


— — — — — — — 


Before you begin to operate Dollars and Sense, read this section for 
an overview of how the program is organized and for hints on using 
the mouse and the kevboard. 


Dollars and Sense stores vour financial records in an organized 
collection of accounts. Accounts can also be thought of as money 
categories—one for each type of payment or income, such as Cash, 
Child Care, Mortgage Payments, Paycheck, Property Taxes and so 
on. 


Although Dollars and 5ense provides as many a5 120 accounts, there 
is no need for each of them to be accessed individually for updaung. 
This is because Dollars and Sense uses the double-entry system of 
bookkeeping. Double-entry bookkeeping—the commonest and 
most versatile system—is SO called because a transaction in one 
account almost always affects at least one other account. If two 
accounts are involved, a credit to one account is a debit to another. 
If more than two are involved, the sum of the debit entries must 
equal the sum of the credit entries. 
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Done manually, with ink and ledgers. this can be a laborious task. 
Dollars and Sense, however, distributes sums to related accounts 
and updates them automatically, at electronic speed. 


For example, suppose you write a check for $125 at the market. 
When you record the payment in Personal Checking. the system 
also updates your Groceries account with the same information. If 
only $100 of the check is spent on food and $25 is for cash, Dollars 
and Sense can distribute the check amount between the Groceries 
and Cash accounts. 


In this case, Personal Checking is called the ‘base account’; Cash 
and Groceries are the “distribution accounts" The term "base 
account" is often a synonym for "payment" account. (Only 
CHECKING, LIABILITIES or ASSET accounts can be base accounts.) 


Transactions stored in any account can be recalled to the screen at 
any time or printed on paper, in the form of reports and graphs. 
Macintosh can display several reports and graphs on screen 
simultaneously, and you can shuffle them as you would papers ona - 
desk to make detailed comparisons. 
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Before you record transactions in them, accounts are simply empty 
folders represented by a name and a number. 


Dollars and Sense provides three ready-made sets of accounts: for 
business, household, and tax preparation purposes. New accounts 
can be added to these sets, or removed from them, and individual 
accounts can be renamed or renumbered. There is also a fourth 
option: You can ignore the ready-made sets and create your own 
accounts from scratch. Each set of accounts, however, must be 
stored on its own disk. 


Which set of accounts to choose (or create) may not be an easy 
decision. The choice depends to a large extent on your individual 
financial picture and on how much time you are prepared to spend 
in updating your records. There will always be compromises. For 
example, a single general expense account may be easy to update, 
but vou couldn't use it to generate detailed graphs and reports. For 
that vou would need separate expense accounts for gas, food, 
clothing etc. As it happens, experienced Dollars and Sense users 
often find that their original choice of accounts was not the most 
convenient, and that new accounts must be created as financial 
needs change. Whatever vour initial choice, remember that vou can 
create new accounts, remove old ones and change some aspects of 
existing ones whenever necessary. 


The complete sets of ready-made accounts are listed in Appendix 2. 


Each account must be given an identifying name and number. and 
must also be designated as one of five possible “types : ASSETS. 
CHECKING, EXPENSES, INCOME and LIABILITIES. 


* ASSETS These are the things you own, such as your 
house, car, furniture, money owed vou and 
equipment. 


e CHECKING These are bank checking accounts usually, but 
can also be with savings and loan institutions. 
(CHECKING accounts are also treated as 
ASSETS in reports and graphs.) 


° EXPENSES These are where your money goes: utilities, 
groceries, clothing, insurance, gas, repairs, 
travel, medical, entertainment, telephone, etc. 
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| * INCOME This is the source of your money: salary. 
| dividends. interest, residuals and so on. 


e LIABILITIES These are your debts: mortgages, loans and 
credit cards. 


8 Balances and When vou establish accounts, vou can give some of them starting 


Budgets balances and all of them monthly budgets. 


Only CHECKING, ASSET and LIABILITY accounts can have starting 
balances. For CHECKING and ASSET accounts. this is how much is 
in them at the start of a period (such as $200 to open a personal 
checking account). For a LIABILITY account, the starting balance is 
how much you owe at the beginning of a period! 


and Sense 
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Any type of account can be given a monthlv budget, fixed or 
variable, although Dollars and Sense runs perfectly well without 
them. A budget can be how much you expect to pay or how 
' much vou expect to earn. In many cases these are fixed, monthly 
i amounts. but vou can also set up variable budgets for payments 
such as property taxes, due twice a year. 


Storing Accounts, and the transactions they contain, are stored in a file on a 
ene Macintosh disk. Every time you buy or sell something. make money 


or pay a bill, the transaction should be recorded in an appropriate 
account on this disk, usually by way of a base account. In doing this. 
you are building up a data base that can be drawn on at any time for 
information, reports, graphs, forecasts and so on. 


Base accounts are usually mediums of payment, such as a credit 
card or a personal checking account, through which most of vour 
transactions are entered. 


"You may find it important later on to remember that a negative balance in a 
LIABILITY account is not like one in an ASSET account. For example, 

— $350 in a credit card account actually signifies a credit—you have paid in 
more than you owe. 
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One of the many time-saving features of Dollars and Sense is the 
automatic transaction. You can build a set of transactions, with 
distributions to one or more accounts, that can be reused whenever 
appropriate. For example, you can set up your pavcheck deposit 
and the distribution of vour deductions as an automatic transaction 
to be activated each time you deposit your paycheck. 


There is virtually no limit to the size of the Dollars and Sense data 
base. An account file can contain up to 2000 transactions. When it is 
full, it can be extended to other files. 


Although Macintosh Dollars and Sense is most conveniently 
mouse-controlled, it is often possible to operate the program with 
keystrokes alone. The equivalent keystrokes are displayed to the 
right of options in the menus. 


Dollars and Sense menus are pulled down from the menu bar at the 
top of the screen: Edit. Select. Maintenance. etc. Menu options are 
chosen by holding down the mouse switch and running the cursor 
down the menu to highlight an option; releasing the switch activates 
the option. Other options are available by clicking the mouse in 


entry-screens and dialog boxes. 


Entry screens are the electronic equivalent of paper forms: the 
"boxes" you fill out on a paper form are called "fields" on the 
screen. You do not enter data directly into a field. but into a dialog 
box at the top of the screen. When you press TAB (or RETURN), the 
data appears in the correct field and the box changes ready for the 
next field in line. 


When vou call reports and graphs to the screen, you can move them 
around, resize them or shuffle them using standard Macintosh 
techniques. 
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Wi Problem Solving Dollars and Sense has been designed to minimize the chance of 
errors. If you try to enter a letter where a number is required, your 
computer will beep and the letter will be rejected. Other kinds of 
errors produce a short on-screen message that tells you how to 
proceed. 


Most problems are mistakes in data entry and are easily fixed. Less 
common, but more serious. are problems caused by damage to the 
surface of the disk. You can avoid these by keeping disks clean and 
dry, and by making a spare Copy (also known as a "backup" ) of your 
account file whenever you finish updating it. 


and Sense 
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For more information about Error Assistance, see Appendix 3. 





A Few Dollars and Sense is easy to operate and every effort has been made 
— to make this manual as clear as possible. However, experience has 


shown us some common stumbling blocks that new users are likely 
to encounter. You will find it helpful to keep the following points in 
mind as you begin to use the program: 


Bü Press TAB after entering any data in a field. This confirms 
the entry, allowing you to continue with the next field or 
command. (Pages 28, 76-89) 


| In a dialog box, RETURN has the same effect as and 
moves you to the next function. (Page 28) 


— — —— — — — — 


B You can enter as many as 100 transactions (or lines) per 
session. To enter more, save the first 100 and go to New 
Transactions to begin again. (Page 84) 


a There is a limit to the number of transactions (or lines) you 
can retrieve at a time: 90. If you need to examine more, 
change the Query Criteria bv either date or check range. 
(Page 89) 


n To create a new CHECKING account, 80 to the Account 
Definitions screen, name the account and write CHECKING 
in the "TYPE" field. You can create as many as 12 
CHECKING accounts. (Page 36) 


a You can enter transactions into LIABILITY and ASSET 
accounts as well as into CHECKING accounts. Do this by 
first designating the LIABILITY or ASSET account as your 
base account. (Page 87) 
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HB When entering transactions into a LIABILITY or ASSET 
account, you can switch to a different (LIABILITY or ASSET) 
base account without leaving the screen. Simply write the 
name of the new account in the Account field. (Page 57) 





8 At any time, you can stop using Dollars and Sense without 
losing data—EXCEPT when the "Saving Data" message is 
displaved. 


We strongly recommend that you read the “First-time Tutorial” to 
familiarize yourself with Dollars and Sense. 
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First-time 
Tutorial 


ത Beginning a 


New Account File : 


(pp. 69-70) 


| This tutorial leads you step-by-step through Dollars and Sense— 
giving you experience in creating accounts, records, budgets and 
reports. All you need at this point is some knowledge of simple 
Macintosh operating techniques. 


The tutorial is organized in the following order: 


Beginning a New Account File 
Defining Accounts and Budgets 
Editing Account Definitions 
Modifying Check Account Data 
Entering and Editing Transactions 
Making “What If?" Forecasts 
Preparing Graphs and Reports 


e ൭ ൭ ൭ ൭ ൭ ൪൭ 


1. Switch on Macintosh and insert the program. 


| 2. Open the Dollars and Sense icon (click it twice). 

i 

| 3. Display the File menu and highlight "New" to begin à 
new file. 


A "New Account File" dialog box appears. 


4. Type a name for your new account file and press TAB. 

The name can be up to 21 characters long, (for now, use your 

| own name or your company s). It will appear on many 
displays and on all reports. 

| 5. Write the year in which your fiscal year begins, and TAB, or 
accept the default year by pressing TAB only. 
ONCE THE NEW FILE IS CREATED, THIS DATE CANNOT 
BE REVISED. 


6. Write the month that begins your FISCAL year, and TAB. 
Enter 1, or 2, etc., but make it the first month of your FISCAL 
year, rather than the current one. Generally speaking, it is 
best to start with January (1). THIS T OO CANNOT BE 
CHANGED LATER. 
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TAB 


— —— — — — — 


RETURN 


The Title field is again highlighted, giving you a chance to change 
your mind about disk name and date. The next step is to decide 
which set of accounts to use on this disk. In this case choose "No 
Initial Accounts” because you will be creating your own set of 
accounts later in this tutorial. The ‘Account Selected" box is for 
displaying a list of the accounts that will be put (automatically) into 
your account file. 


7. Check "No Initial Accounts"; then click OK to proceed. 


A box appears, letting you confirm which new file will store 
vour accounts set and specifying the location of the file. 


There is not enough room on the system disk (vour accounts 
need at least 140K), so the file must be sent to a disk reserved 
solelv for keeping records. 


If you have one disk drive: 
8a. Click on Eject, then replace the system disk with the disk on 
which to store the file. Click Save to proceed. 


The svstem takes a few moments to prepare the file. 


If vou have two disk drives: 
8b. Put the file-storing disk in the external drive and click 


“Drive” if the name of the system disk is still displayed. 
(This activates the external drive.) Click Save to proceed. 


The svstem takes a few moments to prepare the file. 


The TAB kev completes an entry field and moves the 
cursor to the next data entry field. The TAB function is 
consistent in all data entrv areas and editing functions. 
In a dialog box, the TAB key is the only key that will 
complete a data field and move the cursor to the next 
entry field. 


The RETURN key has two functions: 

è In data entry or editing data, the RETURN key 
completes the entry or change, and transfers it to the 
field (same action as the TAB key). 

© In a dialog box, the RETURN key emulates only the 
function. In this case, RETURN does not 
complete entry areas. 
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HV Detining Accounts | 


and Budgets 
(pp. 79-82) 


See 


Having created a file, you must now make sure that accounts exist in 
which to store vour financial records. 


Accounts are created in the Account Definitions screen. Display it 
now by pulling down the Select menu and choosing “Account 
Definitions.” 


" é File Edit Select Maintenance Report Graph Controls 


Rccount Definitions Net Rnnual Budget: $0.00 


Bi 













This screen is used for creating accounts, numbering them, giving 
them a "type: a starting balance and monthly budgets. The Net 
Annual Budget figure (third line, extreme right) will keep vou 
informed of any differences between your expected income and 
expenditure; ideally, it should be greater than $0.00. 


The second line, now labeled "Account Number,’ includes an 
"entry box" into which information is typed before it is transferred 
to a field in the main area of the screen. Either TAB or RETURN 
completes the entry and transfers it to the field. In data entry, the 
two commands are interchangeable—but this tutorial, for 
convenience, uses TAB only. 
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| Note that two accounts already exist: 998 Check Charges and 999 

| Check Interest. These are mandatory, and will be used by all the 
checking accounts defined later. Note also the highlighting at the 
beginning of the third line and the account number displayed in the 
entry box. Dollars and Sense has “guessed” that your first account 
number will be 1 and has provided it for you. 


All accounts must be given a name and a number and must be 
labeled as ASSET, CHECKING, EXPENSE, INCOME or LIABILITY. 


If you start a disk with one of the ready-made sets of accounts, you 
will notice that they are numbered in a way that groups them by 
type: CHECK accounts 100-199; ASSETS 200-299, LIABILITIES 
300-399; INCOME 400-499. It is as well to follow a similar kind of 
system when you create your own set of accounts. In reports, all 
accounts are organized in numerical order within type. 


If you make a mistake while entering information, there are a 
number of solutions. Before you complete an entry box, you can 
delete characters with the backspace key and retype. You can also 
select Undo Entry from the Edit menu. Another alternative is to 
click the mouse on the incorrect entry and type in the correct one. 
(You can do this at any time: while you are entering accounts or 
when you have finished.) 


— — — ക — —— ——— ക ക 


Now begin to define accounts: 


1. Enter 100 as the number of the first account. Press TAB. 
The box changes and the highlight moves on ready for the 
account name. 

2. Enter the account name: Personal Checking. Press TAB. 
An account name can be up to 18 characters long. 


3. Select C because this is a CHECK account; press TAB. 
Dollars and Sense supplies the complete word. 


4. Press TAB. 


For most CHECK and for many ASSET and LIABILITY 
accounts, the monthly budget is 0.00. 
TAB accepts the default. 
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5. Type 200; press TAB. 
This gives the account a starting balance of $200. No need to 
write the dollar sign or the decimal. 
When you press TAB, the active area of the screen shifts to 
the next line, ready for the next account. This time Dollars 
and Sense has guessed your next account number is 101. 


6. Rather than accepting 101, change it to 150. Press TAB. 


Now enter the accounts listed below. This is not a complete list (you 
will need many more) but is intended for example and practice. 
Note that these accounts are not all numbered in strict order. Gaps 
are left in the sequence so that plenty of numbers are free for any 
accounts you add later. 





150 Cash Asset 0.00 50 Gti 


206 House Asset 0.00 VOC O00 0 
22€ Cash Val Life ms Asset 0.00 ഥി CH 
25¢ — Autornobte Asse? o GG 4 Qoo Cr 
300 Viso Lvabiity o 0c 4üG oC 


Now create more LIABILITY accounts, this time with monthly 
budgets. (The Monthly Budget button to the left of the entry box 
should already be activated, by default.) Budgets are a good way to 
handle regular loan payments. (Interest will be budgeted under 
Interest Expense.) 














®umber Acceent Heme 


Menthiy Budget Sterting Balance 











400 House Mortgoge Lxobiity 20000 , , 8000000 . 
450 Automobile Loar Labihity 100.00 3,500 00 


Notice how the Net Annual Budget Balance at the top of the screen 
changes. This is a running total; it is 0.00 when your planned 
income matches your planned expenditures. 


Now create some INCOME accounts. These have no starting 
balances, but they do need monthly budgets. 





Sterting Belence 
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Not all budgets are the same every month. At Christmas, for 

| example, you may normally earn an extra $500, so your 
Miscellaneous Income account is said to have a variable budget. 
Create a Variable Budget as follows: 


7. Check "Variable" in the budget window (or just press V). 


A ladder of entry boxes, one for each month of the year, 
appears at the right. 


8. Point to the lowest box (December) and enter 500. This time 
press RETURN. 
The variable budget is stored and the monthly boxes 
collapse. Notice that variable budgets are indicated by a figure 
followed by (V). This is the average monthly amount ofa 
variable budget. 


` 


" é file Edit Select Maintenance Report Graph Controls 


Monthiy Budget Q @ Variable 
Account Definitions Net An Jen (000 — 


0 
a 




















| 
| 
reb [000 — 
x 996 Check Charges Expense D. 
x 999 Check Interest income 0 
ON 100 Personal Checking Check 00 
150 Cash Asset 0. 
200 House Asset 0. 
220 Cash Val Life Ins _, Asset , 00 
250 കാസിം Asset 0. 
300 ദ്യം Lubitity 0. 
. 400 House Mortgage Liabihty . 200. 
| 450 Artomobile Loar: Luabihty 100 
SOG  Pacheci Income 3,000 
| 520 Mixc income incorne 
1 
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Enter more accounts. Notice they need not be entered in numerical 
order: 





| Starting Balance 

650 Car interest Expense 200.00 
660 House insurance Expense 100 08 
661 Car insurance Expense 50.00 

— 670 Life nsursance Expense 100000 
680  Utihtees Expense 120.00 
690 Telephone Expense 50.00 

— 700 Visa Charges Expense 1... 1900 
800 Medical Expense 20.00 
810 Misc. Expenses Expense 0.00 


Give EXPENSE account 870 a variable budget: $300 in April to pay 
your accountant. 


co 
= 
= 
D 
- 
ഗ 
ച 
"n 

















Number Account Nome Monthly Budget Starting Bolonce 





&7ü — Accounting “Legal E xpetiz* Iv) 
൭00 Grocerwes Expense 200 0C 
920 Chth: — . Expense . 300 (€ 
950  Taxes-federal Expense 250 OC 
951  Taxes-State Expense 50 OC 
Bs FICA Expense 160 0c 


You have now finished entering a (limited) set of accounts. Before 
going on, you should look for any mistakes and correct them. For 


details. see the next section: “Editing Account Definitions.” 


If you are satisfied with your input, command Dollars and Sense to 
store the accounts on the account disk: 


9. Pull down the Edit menu and select “End Edit.” 


A dialog box asks if you want to save the definitions: Yes, 

No or Cancel. The accounts you have created so far are not 
yet a permanent record on your disk. They are stored in 
Macintosh's temporary memory until the End Edit command 
is given. When you select Yes in this dialog box, they are 
transferred to your account disk and the entry screen 


disappears. 
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BB Editing Account 


Definitions 


10. Choose Yes to store the definitions. 


You can do this by clicking the Yes button or simply by 
pressing RETURN. 

If you are operating Macintosh with the internal drive only, a 
message prompts you to replace your system disk with the 


disk containing your file. Account definitions are then 
transferred from temporary memory to disk file. 


To summarize this section of the tutorial: You have created a basic 
set of accounts for recording your financial transactions. Each 
account has a name, a number and a category (ASSET, LIABILITY, 
etc.). Some of them have starting balances and budgets. 


The set of accounts has been saved in the account file. Whenever 
necessary, you can add new accounts to the list, remove them (with 
some exceptions) or change them. 


You can change account definitions as you create them or after they 
have been stored. There are some limitations however: accounts 
that have transaction information stored in them cannot be deleted 
and their type cannot be changed. This also applies to the Check 
Charges and Check Interest accounts that are predefined by Dollars 
and Sense. In such cases a check mark appears before the account 
name (indicating that the account is in use) and the Remove 
command is inoperative. 


All changes to the account definitions are made in the entry screen. 
Simply point to the field you wish to change. click the mouse and 
write the new entry in the box. TAB (or RETURN or clicking any 
other field) puts it in the correct field. 


The Edit menu lets you add new accounts, remove old ones, and 
restore them if you change your mind before saving. Removed 
accounts appear “grayed; the next time you recall account 
definitions they do not appear at all. 


End Edit is the command to save account definitions and/or quit 
the screen. 
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ഇ Modifying | Now you must record some important details about your checking 
denda Account account, such as the bank name and branch and the number of the 
(pp. 99-101) first check to be used. 


The Check Account Data screen appears automatically whenever 

you save account definitions containing a NEW CHECK account. You 

can also display it by selecting from the Maintenance menu. (See the 
“Working Reference Guide" for more details.) 


The title "Personal Checking is already displayed on this screen. If 
you came directly from the Maintenance menu instead of from the 
editing screen, you would have to specify which CHECK account 
you want to change. The Account Names panel would give a list of 
available accounts from which to pick. 
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PROUIDE DATA FOR CHECK ACCOUNT Check Accounts 


Personal Checking I 


Check Account: [Persone Checking — | 

Next Check No: [8301 — | : 
Acct for Charges: [ 
Acct fer Interest: Check Interest | E 


Namets! on Account: [Fred end Mary Smith 





ത്ത 





Bank ‘Branch Name: First Lucre Bank 






Rccount code: [987654321 | 






OK «| fk 
Printed Checks are: C) Numbered LE ae 
aM —w —msáá—Y 
@ Unnumbered | Cancel | 





First give the account a beginning check number: 


1. Write 8301 as the next check number. Press TAB. 
Check numbers can be eight digits long, but only the last 
four are used for entering transactions. The first part of the 
number will appear only on checks as they are printed. 


2. Accept the names of the check charges and interest 
accounts by pressing TAB twice. 


| You could change the names of these accounts if preferred. 
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EE 


3. Write your name, or any name, to identify the account. 
Press TAB. 


This is usually a personal or business name, displayed on 
screen whenever an account is selected for check writing; it 
helps you to verify that the proper disks are in place. 


4. Enter the bank and branch where the account is held. 
Press TAB. 

5. Enter an account code, if there is one. Press TAB. 
(The account code is the electronically-readable number at 
the bottom of the check.) 


6. Check Unnumbered if your checks are without numbers and 
you want them to be numbered when printed. 


7. Click OK, or press RETURN, if you are satisfied with the 
account data. 


— — — — — — — —e — — — — — — — 


Bl Entering All the payments you make. and all the monies vou receive. are 
Transactions | recorded in a “base account” This is usually a CHECKING account. 
(pp. 83:89) but any ASSETS and LIABILITIES can also be base accounts. 
Transactions recorded in a base account are also distributed to other 
related accounts, saving vou the effort of having to access every one 
of your smaller accounts individually. 


Transactions are recorded in the entry screen. There are three 
screens, varied slightly according to the type of base account you 
select. This is because Dollars and Sense deals differently with 
different types of accounts. 


This is a CHECK entry screen: 


M — ——— — — —— — MY — 


r 


é File Edit Select Maintenance Report Graph Controls 


Entering: Personal Checking Balence: $200.90 
ലം Check Dete Tex Check($) Depesit($) 


















Description * 





36 DOLLARS & SENSE 


This is an ASSET entry screen: 


r é File Edit Select Maintenance Report Graph Contr 


[rouse — 
Entering: House Balance: $100,000.00 


Base Account Dete Description Dist. Account Tax Decrease lacreese 


ols 















This is a LIABILITY entry screen: 


r é File Edit Select Maintenance Report Groph Controls 


Entering: Visa Bolance: $ 400.00 
പി 






| For this tutorial, enter transactions into a CHECK base account. 


1. Choose “New Transactions" from the Select menu. 
A dialog box appears, enabling you to select a base account. 
You can scroll through the accounts list in the usual way. 
Clicking on the name of an account highlights it and makes it 
current. 


2. Select Personal Checking. Click OK. 
The transaction entry screen appears, labeled appropriately as 
a Personal Checking screen. 
The lower part of this screen should remind you of your check 
register. 

3. "Cleared" refers to check reconciliation and is not important 
yet. Press TAB. 


The entry box changes to indicate a check number. Note that 
the number is supplied by default and that it is a check, rather 
than a Deposit or Miscellaneous. 


4. Press TAB to accept the check number. 


The MONTH/DAY field now highlights; Dollars and Sense has 
also guessed the date. 
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5. Press TAB to accept the date. 
You can change the date first, if desired. 


6. For the Transaction Description field, type Cash. Press TAB. 
This field is for a memo, in this case a reminder of to whom 
the payment was made. Ignore the “Void” button, which is 
used only when you need to void a check number. 


7. In the Distribution Account field, write the first few letters of 
Ca(sh) and press TAB for the system to find the account. 


Dollars and Sense found Car Insurance for you! You wanted 
the Cash account, so now hold down the % key and press 
» until the Cash account appears. Accept it with TAB. 

In this field, whenever the wrong account is found, use the 
< of > key in conjunction with the 9€ key to find the 
proper account. Accept with TAB. 


Ignore the "Multiple" button for the moment. 


8. Press TAB in the Tax column. 
T, which flags the payment as tax-related, does not apply 
here. 

9. Enter 100 for CHECK(S). Press TAB. 


Now the beginning of the next line is highlighted. Your 
display should look like this: 


r x 


é file Edi Select Maintenance Report Graph Controls 


Entering: Personal Checking 
Cheer Check Date Description 




























Balance: $100.00 
Check($) Bepesit(S)h 7] 


8301 01/01 Cash Cash * 10000 


Note that the running balance has changed to reflect this payment. 


10. Press TAB to display a new check number, but this time 
record a deposit: 


11. Click the Deposit button (or press D); press TAB. 
The word “Deposit” appears in the Check # column. 


38 DOLLARS & SENSE 


i 12. Press TAB to accept the day and month. 


13. Write NATIONAL MOTORS as a description of the deposit. 
Press TAB. 


14. Click Multiple (or press 3€ M) to distribute the sum; 
press TAB. 


This commands the svstem to split the money into smaller 
amounts to be distributed to different accounts. 


15. Tax does not apply. Press TAB. 
16. Enter the net amount of the check: 2520.00. Press TAB. 
17. Write the first few letters of Pay(check); press TAB twice. 


18. Click Yes to flag this transaction as taxable. Press TAB. 
Typing either T or Y will flag an item as tax-related; typing N 
or - flags an item as tax-unrelated. 


19. Enter 3,000 as the gross amount of the paycheck. 
j Press TAB. 


20. Find Taxes—Federal by entering tax and pressing TAB; flag it 
with T and enter the amount: 250.00. Press TAB. 


Notice that the amount moves to the deposit column. 
21. Find Taxes—State, enter T, and 50.00. Press TAB. 


22. Find FICA; enter T. Press TAB. 
This time TAB supplies the correct amount, computed 
automatically by Dollars and Sense. 
Your display should look like this: 


" é File Edit Setect Maintenance Report Graph Controls 


Entering: Personal Checking Belance: $2.620.00 
ലം Check Date — Description " 


















= e301 01 fat Cast Cash a 
- Deposit 01/01 Matrwnot Motors -tAuttipie- - 2520 00 
Paycheck 3,000 0G 
Taxes-Feder a 
Taxes-Stote 


888 
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| Notice that both net deposits and deductions are displayed in the 

| Deposit field, while gross receipts appear in the Check field. They 
are set out in this way to show how the distributions balance; the 
system does not treat such account distributions as deposits. 


Now enter more transactions, noticing how check numbers and 
dates are supplied for you (although they can be changed) and that 
pressing TAB after the first few letters of an account Is often enough 
to recall it. Remember that if the wrong account appears, you can 
find the right one with the < and > kevs in conjuncuon with the 


& key. 






Description 


Gas Co. Utilities - 34 82 

Electric Co Utilities - 47.99 
Bel System — |... Telephone... Pe lan 

+“ Jeons and shirt Clothe: - 22 50 


| Add the following multiple account distribution. When you come to 
| the last amount, press TAB: 






Description Dist. Account 








Notional Bant -Multyple - - 300.00 
"— . , Autornobile Loan ളള... 
Car Interest T TAB 


| 
| 


The $200 is supplied automatically by Dollars and Sense. 


Add the following multiple account distribution: 






Description 


യായാ 
Mortgage Co. -Multiple- - 800.00 


House Mortgage E 200.00 
Mortgage Interest. T eee TAB. 


TAB automatically calculates and inserts the $600. 
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Hu Forecasts 


: 23. Now make a miscellaneous entry by pressing M in the Check 


— — —— —— — ———— —— — — inam 


field; write Auto Teller as a memo, Misc. expenses as the 
account and $40 as the amount. 


An automatic teller withdrawal is neither a check nor a deposit. 
24. Having entered the above transactions, select End Edit from 
the Edit menu. 
25. Click YES to save transactions. 


Macintosh takes a few moments to save your transactions 
on disk. 


You may want to try a different type of data entry, such as a cash 
transaction. 


Select New Transactions; choose Cash as the base account. Enter 
Leo’s Drug under the Description field, Medical as the Dist. 
Account, and 18.75 as the amount. 


| Any time you need to edit transactions. choose " Past Transactions" 
: from the Select menu. 


Dollars and Sense gives you the freedom to devise and test different 
money strategies. Here is one example: What if vou were given a 
raise and suddenly that boat you always wanted to buy is in reach at 
last? Dollars and Sense will tell vou almost instantly if vou really can 
afford it. 


First change vour paycheck budget to reflect the raise. 


1. Fromthe Select menu, choose Account Definitions. 
The Account Definitions screen appears. 


2. Click the Budget field for your Paycheck account. 
The budget entry box appears. 


3. Now check the Variable button. 


The variable monthly budget boxes appear. 
We are assuming the raise does not take effect until 
September. 


4. Clickthe September budget amount and write 3,500; then 
do the same for the remaining months of the year. Press 
RETURN. 
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Now create a boat loan account: 


ne oO N = 


. Select Add Line from the Edit menu. 


Type 304 for the account number; press TAB. 


. Type the account name: Boat Loan; press TAB. 
. Check the account type: LIABILITY; press TAB. 
. Imagine the monthly loan payments are $125. Create a 


Variable budget (starting with April). Press TAB to move to 
the next month and RETURN when finished. 


Type 10000 ($10,000) as the Starting Balance. 


No need to write the $ sign, the comma or the decimal point. 


Note how the Net Annual Budget Balance has changed to reflect the 
new liability. You can tell at a glance if the boat really is within reach. 


7. 


Select End Edit from the Edit menu. 


This time, however, select No when the dialog box appears. 
This is only a “what if?" after all. 


One of the strengths of Dollars and Sense is its capacity to generate 
reports on many aspects of your financial life. There are seven 
different kinds of reports, which can either be sent to the printer or 
displayed on screen. Macintosh adds a new dimension to reports bv 
enabling you to display them simultaneously in any Order or size. 

| You can recall them, compare them and file them away again as 

| easily as you would shuffle papers on a desk. 


1. 


Pull down the Controls menu to be sure that the Output to 
Screen option is checked. 


Pull down the Report menu and select the first option: 
Transaction Report. 

A Transaction Report Query box appears, enabling you to 
select which account and transactions to report. We'll ask for 
all the Personal Checking transactions. 


. Select OK to accept the defaults. 


After searching the database, Dollars and Sense displays a 
dialog box with three options for choosing how the data 
should be displayed. 


DOLLARS & SENSE 


— — — — 


4. Select OK to accept the default and display a detailed report 
of all transactions. 
The report first shows every transaction, then a second 
window summarizing activity for all accounts involved in the 
transactions. 


| Examine the rest of the report by clicking the arrow box or dragging 
the elevator box. After vou have closed (removed) the transaction 
report, you can view other reports and graphs. 


5. Now pull down the menu and display other reports. 


Notice how reports overlay each other. Use Macintosh 
techniques to shrink them, bring them to the foreground, 
scroll through them, move them around the screen and refile 
them. 


6. Pull down the Controls menu and select Cleanup Windows 
to clear all reports from the screen when you are ready. 





| Income Statement: Expense 


Fog — a - 
1,750 00 3,000 00 1,256 00 - 
—— — - . ] 
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Graphs | Dollars and Sense provides six different kinds of graphs, all listed in 


(pp. 111-112) | the Graph menu. 


Like reports, graphs can be printed, or displayed on screen. 
Macintosh then enables you to display them simultaneously, in any 
order. (They can even share the screen with reports.) 


Most graphs work only with "composite" accounts—a group of 
accounts put together for the sole purpose of making quick 
graphical comparisons. Several composite accounts, such as 

“ASSETS” and ‘EXPENSES are already available, but you can create 
your own. Note that all composite accounts are in "quotes? See the 
Working Reference Guide for more details. 


1. Pull down the Graph menu and select Actual/Budget Values. 


A dialog box appears so that you can specify a composite 
account. 


| 2. Scroll through the account list and click “Expenses.” 
| This is a ready-made composite account. 


3. Click OK to display the graph showing how your 
expenditures in expense accounts compare with your 
budgets. 
Now select other options in this menu to view other graphs. When 
you have finished, clear all graphs and reports from the screen with 
Cleanup Windows, from the Controls menu. 


JB Afterword If vou have come this far through the tutorial, you have all the skills 
and most of the knowledge needed to make Dollars and Sense an 
important part of your economic life. In the rest of this manual you 
will find useful examples of how the system can be used and a 
detailed ‘Working Reference Guide." 
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Some By now you should have a good feeling for how to operate Dollars 

Applications and Sense. Exactly how you apply the program, however, is up to 
you. Just as no two people have the same financial situation, no two 
people will run Dollars and Sense in the same way. 


This section discusses several ways in which Dollars and Sense can 
organize your money matters. While they are all effective and 
valuable techniques, you should feel free to adapt them to your own 
needs. Dollars and Sense has the versatility to handle money in a 
variety of different ways, but its effectiveness depends, ultimately, 
on you. 


Bl important note | Whatever the level of your knowledge of accounting, using 
Dollars and Sense well can give you the record-keeping and 
report-generating capacity of a professional accountant. We do not 
mean to imply, however, that Dollars and Sense can replace the 
advice of a professional accountant or legal counsel. 
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Client 
Billing 


8 Keeping Records 


Professionals with small, service-oriented businesses—such as 
physicians, attorneys, accountants, consultants and independent 
insurance agents—will find that Dollars and Sense can save much of 
the time, expense and sheer drudgery that used to be associated 
with client billing. 


Most of the accounts you need are already provided by the business 
set. Just add a Gross Receipts account (INCOME) and an ASSET 
account for each of your clients (CL-1, CL-2, etc). See Figure 1. 


— 


Checking Account 
Acc'ts Rec vble 
Q- _ 


a-2 
a-3 
Gross Recepts 





Figure 1. 


Use Accounts Receivable as the base account for entering client 
transactions, distributing income and expenses directly to your 
checking account. See Figure 2. 


' é fie Edit Select Maintenance Report Graph Controls 





ace ts Fec vbte 01/01 Teko Ci-3 10hrs ൭) ൮-1 
Acc ts Rec vble 01701 CL-t TOC hrs @ 100 CL-1 
Acts Rec vhe 01/03 CFZ, 125 hrs & 100 CL-z 
01702 Q-5,1 0 tcs @ 100 CL-3 . 
01/04 CL-1 , Chi 45€. . pyront —Mult pe - 
| Checking Account 
Ci-1 
Gros: Recept: 
01/07 CHT, 1 O hes @ 106 CL 
01/08 ൨-3, Chk *9O 25 , pront ~Muitple- 
Checking Accour+ 


PERRI nnn: 


a-3 . 
Gross Receipts 


Figure 2. 
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Bl Getting Results 
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Selecting “Multiple” lets you distribute sums between different 
accounts; the TAB key automatically computes and enters the last 
term in a multi-account distribution: the S(witch) key is necessary at 
times to ensure that amounts appear in the correct column. 


Entering payments in this way makes a deposit to the Checking 
Account, credits the client with a payment to reduce his bill, reduces 
the outstanding funds due Accounts Receivable—and also enables 
you to retrieve your gross earnings for any period. 


Select from the Report menu for transaction reports for any 
month or quarter. (Figure 3.) The Total Amount column tells you 
immediately if your expenses have exceeded your deposits. The 
Current Balance column reflects the year-to-date balance for each 
account. 


Transaction Summary 


Treansectios 
Title 


/o1/01&4 |Teicon Ct- 1 , 1.0 hrs @100 
/ü1/0184 |CL-1, 1 O hes @ 10C 
/0:/0384 CHT, 125 v: @ 10€ 

7013 70364 ICL-3, 3 GO hec @ 106 

/01 40484 1CL- T, CW 9456, pymnt 
f01/0T&4 |Ci-1, 1 O hrs @ 100 

70 20884 |CL-z. Ch #9034 ച 





Figure 3. 


The Accounts Receivable Transactions report details all the services 
rendered and fees collected. A similar list for any client is supplied if 
you simply define the client as the current account. This report can 
also double as a bill. irrelevant details of other accounts can be 
deleted if you use the second option: Compressed. 
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Other valuable reports include Balance Sheets, Cash Flow Analyses, 
and Income Statements. (Figures 4, 5.) 


fineiysis of Cash Flow: Expense 
[ Distribution (X) | പ്ല: fac Year _ — lActas X | 


Analysis of Cash Flow: Liability 
Analysis of Cash flow: income 


| Distribution (8) | Tetets fer Yeer___| 
[Budgets | Actvels | Budgets | Actuals | 


DE a Mee 
0 00 
E je —— Analysis of Cash Flour Asset SSeS 


AN m Distribution (9) | Totals for Year 


Tota Leben ow] om] co .- | 
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Careful credit card management is essential for avoiding excessive 
finance charges. Dollars and Sense provides a simple way of seeing 
just how, where and when vou use your credit cards. 


Credit Card 
Management 


| 
I 
| 
| 
| Creating Accounts 
| If you intend to track credit cards in detail, set up a LIABILITY 
| account for each one. You can create a single EXPENSE account for 
| all credit card finance charges or you can establish one for each 
| card. See Figure 1. 

| 


Type Monthy Budget Star ting Belence 


Per sono Checking Check 
MosterCar d ധോ 
ടം L*abihty 
Amer con Express _Liobihty 
Business Expenses Expense 
Personol Expense: Expense 
MosterCard Charge: Expense 
Vasa Charge: Expense 
| AE Charge: Expense 
Chothinc Expertise 
i Entertowment Expense 
| Aute Ser vice Expense 
1 





Figure 1. 
Keeping Records 
Use the credit card LIABILITY account as a base account for 
recording transactions. (Figure 2.) When the time comes to 
pav a credit card company, use your Checking account as your 
| base account and distribute the sum to your Visa account. 


| The "Multiple" option distributes sums between different accounts: 
be sure to flag interest charges with a T, since they may be 
tax-deductible. 


Base Account URE 


01 /08 Lou's Shell Station 
01/10 Lunch, Bertin, Schwartz 
01/12 Monthy Service Charge. 


01/15 LBA Stetwnary 





Figure 2. 
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ഇ Getting Results 


Dollars and Sense can give you a quick and accurate answer to the 
all-too-frequent question: "Where does it all go? A variety of useful 
reports can be provided with a few mouse moves. See Figure 3. 


Account YTD Summary 


T: 40371084 |Lunch, Berhn, Schwortz 
: /01/1284 [Monthly Ser vice Chor ge 
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Paying 
Routine Bills 


Creating 
Automatic 
Transactions 





The automatic transactions feature of Dollars and Sense is an 
invaluable aid to paying regular bills, such as mortgage and car 
payments, insurance contributions and savings plans. 


Payments that are made at the same time each month need be 
entered once only; thereafter only the date (and perhaps the 
amount) need be changed when writing the check. Those payments 
that vary month by month can be updated with the minimum of 
effort. 


Most of vour regular EXPENSE accounts are listed in your 
ready-made household accounts; other accounts may have to be 
created. See Figure 1. 


Per song! Checking 


| Mortgage 
Autc Loor 
Wisa 
AME? 


Mor tgoge Interest 
Auto Loan interest 
Chad Care 





Figure 1. 


Regular bill payments are first written as a "set" of automatic 
transactions. Once created, they can be used again just as they are or 
edited as needs arise. Create a new set as follows: 


Choose New Transactions from the Select menu. In the dialog box, 
identify your base account. When the entry screen appears, write 
your set of regular transactions (mortgage payments, child care, 
utilities, etc.). See Figure 2. Each set can contain up to 100 
transactions; the maximum number of automatic transaction sets 

is 25. 
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Dist Acceunt 


Heep & Hopkins inc 


Mortgage 

Mortgage Interes! 
AT&T Telephone 
Golder Years Chic Core 
Spottis wood Bank -Multiple- 

Auto Loar 


Blue Cross Medical ‘Dental 
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Figure 2. 
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transactions as an automatic set. 
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Aute Loon Interest 


Balance: $514.00 
Check($) Depesit($) K 

800 00 

60: Gc! 


200 OC 
370 GG 





When you have finished, End Edit displays the Transaction Entry 
Follow-up box. Enter a name for the automatic transactions set 
(such as “Monthly Bills’); then OK it. Dollars and Sense saves the 


B) Using | For payments that do not vary each time, only the date need be 


Automatic changed before you write the check. 
Transactions i 


Those payments that do vary can be changed when vou recall the 
set of automatic transactions: 


1. Choose Auto Transactions from the Select menu. 


| 

j 

A dialog box appears, containing the names of all the 
automatic transaction sets that have been created. See Figure 

| 3. Scroll through the list in the usual way. 

| 2. Check the name of the set you want, then click OK to display 
it for editing. 

| Use TAB and RETURN to move from amount to amount for 

| easy editing. Make any necessary changes. 

| 


3. Choose End Edit again and, when the dialog box appears, 
Click Yes to save the transactions. 


Automatic transactions are a good wav to forecast your ability to 
pav this month's bills, before actually writing (or printing) the 
checks. 





Select Automatic Transaction Set 


Monthly Bills 


Transaction Date: 07/07 
First Check Number: [8301 | 
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Expense | Companies that reimburse their employees for business-related 
Account expenses normally do so on the basis of detailed reports. 
Management 


If you do much traveling or entertainment for business reasons, 
writing expense reports can take a lot of time and (for some people) 
self-discipline. The Dollars and Sense method of keeping track of 
expenses is accurate. fast and simple. 


8 Creating Accounts |. In addition to accounts for all your business expenses—Meals. 
Mileage, Telephone. etc.—make sure you have a Business 
Reimbursement account (EXPENSE), a Cash on Hand account 
(ASSET) and LIABILITY accounts for vour credit cards. Your Cash 
on Hand account should have a starting balance. See Figure 1. 


അ Use Rumber Account heme 


Chect 
Asset 
Lott 
നന 
Labit, 
Expense 





Figure 1. 
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Record every business-related expense using any convenient 
medium of payment as your base account and distributing 
expenditures to your Business Reimbursement account. As usual, 
"Multiple" enables you to split sums between accounts. See Figure 2. 


Notice that although this is an American Express transaction screen, 
you can switch to cash payments simplv by tvping CASH in the 
Account column. The American Express balance at top right is 
unaffected by these transactions. The same principle applies to all 
mediums of payment, saving you the inconvenience of having to 
recall a variety of different payment accounts. 


Entering: AMEH Belonce: $846.47 


Bese Account Dete Description Dist. Account Tex Purchase Payment K> 


01/02 Airfare to NY Business Rewnburse - 
O1 402 Hotet deposit - 2 raghts Busress Rewmburse 
01/03 Dinner witt. frend - 


Q1/0€ Taxi to LAY: Busmess Rewnbur se 
01706 Tax: to hote Business kembu se 


Ot 709 Hote!, phone room serv — -Multipie- 
Enter towment 
Business Rewnburse 


01 /0€ Lunch with Hanna: Buswess Remburse - 
01/09 Too to JFK Busmess Expenses - 





Figure 2. 
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8 Expense Reports 


| When it is time to submit an expense report, simplv call for a 


Transaction Activity Summary from the Report menu, using 
Business Reimbursement as the current account. This summary can 
be submitted to vour employer: It shows a breakdown of vour 
expenses in a specified time period and also how much you are 
owed. See Figure 3. 


Account YTD Summary 


-— eo 


Hotel deposit - 2 nights 
/01/0384 [boner with friend 


0 0664 1To» tet 
0 /Q6&4 Tan to tote 
01 ൧൫൧൭ 
#01 /0984 





Figure 3. 
When you are reimbursed for your expenses, enter the deposit 
in your Checking account and distribute it to Business 
Reimbursement. 


When next you call for a transaction summary for the Business 
Reimbursement account, you will see that it has been updated with 
the deposit and that its balance is now zero. See Figure 4. 


You can also ask for more detailed reports of your expenditures by 
choosing a different current account. Remember that by choosing 
“Multiple” when you record transactions you can keep personal 
and business expenses separate. 


E Account YTD Summa 





Figure 4. 
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Stocks and bonds may not be everyone's idea of a sure-fire way to 
invest money, but one thing is certain: that meticulous record 
keeping and accurate reports can better the odds. 


Dollars and Sense is a valuable program for managing investment 
portfolios. 1t enables you to keep good records, and can also 
supply graphs and reports that give an overall view of how your 
investments are working Out. 


If you have a large or growing portfolio, you should store your 
investment records on disks reserved for that purpose alone. The 
ASSET accounts you will need are a Money Market Fund (or similar). 
Common Stocks and, less essentially, Bonds and Options. Your 
INCOME accounts should include Short- and Long-Term Gains and 
Dividends. It is also a good idea to have an EXPENSE account for 
Brokerage Commission. See Figure 1. 


Sterting Balence 





Figure 1. 
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Record every confirmation you receive from vour broker in the 
Money Market Fund account. Figure 2 shows the correct stvle for 
entering transactions. As usual, “Multiple” enables you to distribute 
funds, and the S(witch) key must be used at times to put amounts in 
the correct columns. 


| | Keeping Records 


Entering: Money Market Fund Balance: $- 165,813.45 
Bese Account Date Description 


Money Market Fund 01/09 B-10. Genins- 3/55c 


[Money market — 


Money Morket Fund 02/15 S-10 Genns-3/55¢ @ 11 


Money Morket Fund 04/14 B-20 BM-4/110p @ 1.00 





Money Market Fund 04 ^14 B-2000: IEt1« 110 





— — — പത്തിന 


3 Figure 2. 

o The letters B and S in the Transcription Description field indicate 

: BUY or SELL. These are followed by the number of shares, an 
abbreviation for the particular stock and the price per share. If a 
transaction involves an option. a three-term code signifies important 
details. For example, 3/55c indicates that the option expires in 
March (2), that the strike price is 55. and that it is a "call? (A "put" is 
marked with a p.) Note also that Short- and Long-Term Gains are 
flagged with a T (tax-related). 


A buy and a corresponding sell of all your holdings in a particular 
stock will, of course, cancel themselves out and not be reflected in 
any ASSET accounts. 


Sree 
PEE HEE el ig 


പ്ര 
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gl Getting Results 


Select Transaction Report from the Report menu to review all 
transactions. 


You can, of course, be more precise in your selection by specifving 
a single category (such as ASSETS), a single stock (using the TITLE 
search), and/or a date range. Transaction Reports can also show you 
the sum of all your gains (or losses) of the year. See Figure 3. 


0.00 


(215,813 45): 
220 000 00 
2,000 00 
0.00 
000 
7,500.00 
0.00 





| 

| 

| 

Figure 3. 
The Report menu can also give you other valuable reports. such as 


Income Statements, Month!y Detail Reports and Balance Sheets. 


Using Dollars and Sense to manage your investment portfolio not 
only gives you an instant overview of your holdings at any time, but 
also supplies you with all the right figures for the IRS each April. 
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Household 
Inventories 


A complete and up-to-date household inventory is important for 

| assessing your net worth. (It also proves valuable if you have the 
bad luck to be burglarized.) With Dollars and Sense, such an inven- 
tory can be kept most easily in a single ASSET account: the House- 
hold Goods account. 


Record all your possessions in Household Goods (the base account) 
but leave them undistributed. Do this by pressing RETURN when 
you come to the Distribution Account field. Write the value of each 
item in the Increase column. 


In this way you can build an inventory of your possessions that is 
unaffected by other transactions. Whenever you buy, sell, acquire or 
Jose a possession, you can update the list through the editing screen. 









Balance: $7,050.00 








Bete 








Bese Account Description. 





HOUSEHOLD GOODS 01.0 QUEEN ANNE TABLE 
HOUSEHOLD GOODS 01/01 Toshibo tee vision 
HOUSEHOLD GOODS 01/0! Nie Green, at by Lear. ന... 1,200.00 
HOUSEHOLD GOODS 01/01 Dishwasher Undhstr buted ൧0 
HOUSEHOLD GOODS 017 Enoyc. Britenmco Undistributed 
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Working 
Reference 
Guide 


introduction 


This reference guide, which discusses all Dollars and Sense 
functions in detail, is organized in order of menus and options as 
they appear on the Macintosh screen. These are Dollars and Sense 
menus that have been tailored to take advantage of the speed and 
flexibility of Macintosh. 


Menus are "pulled down" with the mouse; options are selected by 
illuminating them and then releasing the mouse switch. Each option 
can also be chosen using a letter key. Any menu can be pulled 

down at anv time, but only those options that are in bold type are 
currently available. You can activate several different types of 
reports and graphs at the same time, 50 that they appear "stacked" 
on the screen like a sheaf of papers. Options that are irrelevant or 
inappropriate appear ‘grayed.’ 

Entry screens for account definitions and transactions are described 
in detail in the Select menu section. Intermediate screens, also called 
“dialog boxes; are discussed wherever they are the consequence of 
choosing options or issuing commands. 


The order in which menus and options appear is not necessarily the 
order in which Dollars and Sense functions should be activated. 


Fach pull-down menu is treated in detail and in order in this 
reference guide. The titles of the menus are as follows: Apple. File, 
Edit. Select. Maintenance. Report. Graph, Controls. 


" é File Edit Select Maintenance Report 9080൩ Controls 
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Only the first two options of this menu are specific to Dollars and 
Sense. The remaining seven— Note Pad, Alarm Clock. etc.—are 
generic Macintosh functions. 


m Apple Menu 






About Bollers and Sense 
Help 














About Dollars and Sense 

Displays a short introduction to the program. Scroll through the text 
by clicking the Down arrow, or by dragging the elevator-like box on 
the right. Click OK to escape. 


Scrapbook 
Aterm Clock 
Note Pad 
Calculator 
Key Caps 
Control Pane! 
Puzzle 


Help 


A short instruction for getting help. Help text is displayed by 
clicking the "About..." option at the foot of each pull-down menu. 


Click OK to escape. 
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is] File Menu 


Extend 
Update 
Backup 






About File 





— — —— — — — — — — നാ കെ ഭം 


With the File menu you can access various operations for preparing 
and updating your account disk. 


Dialog Boxes 


A number of options in this menu make use of two standard dialog 
boxes. One helps vou create and store a file: the other lets you find 
and open a file. They can be called, respectively, the “Save File" and 
the "Get File" boxes. 


This is the Save File box: 


This File receives the initio! set of 
Rccounts 


Specify New File F&H SHITH 


[;min2  — — OE 
| Concei 





Specify New File This is the name of the file that is to be 
created. 


Eject When storing a new file in a one-drive setup. 
vou must eject the system disk and replace it 
with a disk that has at least 140K of space. 


Drive In a two-drive setup, click this option to 
display the name of the disk on which the 
file is to be stored. Remember it must also 
have at least 140K of space. 





Save This is the command to set up the new file. 


Cancel This option cancels the saving process and 
returns you to the previous screen. 
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Scroll Box 


Drive 


Open 


Eject 


This displays a list of account files that are 
stored on the currently-active disk. 
Highlight the name of the correct file. 


Visible only with a two-drive system. this 
specifies which drive (and therefore which 
disk) is active. It is a "toggle : the name of 
the currentlv active disk is displayed. 


This option becomes available when a file 
has been selected. Click it to open the file 
(or click twice on its name). 


Essential for one-drive users: Click this box 
to eject the disk; then insert the disk on 
which the file is stored. 
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New 


File menu options are as follows: 


This is the mandatory first step when starting a new account file. 
Select New to prepare a new account file to accept Dollars and Sense 
records. A dialog box displavs for recording important details of the 
new file. This is followed by the Save File box for confirming the file 
name and specifying the disk on which it is to be located. 


BEGIN NEW! ACCOUNT FILE 
Title: E 


First Month:(1 | 


Initial Set of Accounts Accounts Selected 


C Tax Preparation Accounts 
© Household Accounts 

C) Business Accounts 

O No tnitial Accounts 





i 
(This option also initializes a disk if necessary.) 
| 
i 


This screen has boxes for entering values: 


Title Write a name for the new file. It will appear 
at the top of all reports and can be changed 
later if necessary. Maximum length: 20 
characters. Press TAB when complete. 





Year Enter the year in which your FISCAL year 
begins. This CANNOT be changed after you 
OK this screen. Default year is 1984. 


First Month Enter the first month of your FISCAL year, 
not necessarily the current month. Use 
01-12. 


This CANNOT be changed after you OK this 
screen. 
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|! OK Click this box to save the account sets on 
disk. You must supply a blank disk with at 
least 140K of free space. If necessary. the 
disk will automatically be formatted. 


| Tax Preparation Click this button to store a ready-made set of 
i Accounts tax-related accounts on the disk. 
| 
Household Accounts Click this button to store à ready-made set of 
household accounts on the disk. 
| Business Accounts Click this button to store a ready-made set of 
| business accounts on the disk. 
No Initial Click this button if vou intend to create a 
Accounts unique set of accounts from scratch. 
Scroll Box The names of the accounts you select are 
| displayed in this box. You can examine them 
in the usual ways: by clicking the arrows or 
dragging the small elevator-like box. 
| 
l 
| 
| 


Cancel Click this box if you decide not to set up a 
new file or disk. 


OK-ing the above screen displays the Save File box, with the 
heading “This file receives the initial set of accounts.” The Specify 
New File box has the title as written in the previous screen. 


Save This option saves the information provided 
by the Begin New Account File box and 
creates a new file. 


— — ഞ്ഞ 


Cancel This option retums you to the Begin New 
Account File dialog box if you decide to 
change new account file details. 
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Open 


Statistics 


i Select this option to open a file (set of accounts) on an account disk 
that has already been set up. The standard Get File box displavs. 
with the heading: "This will be vour current account file 


Open This option opens the selected file. (The 
account file statistics display first.) 


Cancel Select this option if you do not want to open 
a (different) account file. Any currently-open 
file remains as the current file. 


— — — — — 


The Account File Statistics screen gives important details of the 
current file. Use it to check that you are about to work with the right 
file, and to make sure that you have enough accounts, variable 
budgets, record capacity, etc., for what you want to do. The 

! statistics are also displayed automatically after a file is opened. 


Account File Statistics 


Net Worth: 
Net Income: 


File Extension Number: 0 
Version Number: 1 


Dote of Last Entry: January 1, 1984 


Number of Accounts: 2 of 120 
No. of Check Accounts: 0 of 12 
Variable Budgets Used: D of 32 
Ruto Trans Sets Used: 0 of 25 





Number of Transactions: 0 
Amount of File Used: 15 percent 
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The name of the file is displaved at the top of the dialog box. Other 


items are as follows: 


Net Worth 


Net Income 


File Extension 
Number 


Version Number 


Date of 
Last Entrv 


Number of 
Accounts 


No. of CHECK 
Accounts 


Variable 
Budgets Used 


Auto Trans 
Sets Used 


Number of 
Transactions 


Amount of 
File Used 


OK 
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This is your current net worth. It will 
change when you store transactions or 
change account details. 


Your net income, to date. It will change as 
and when vou store transactions. 


This number helps you keep track of a 
sequence of extension disks. Especially 
useful if you extend disks in mid-year. 


The number of times you have accessed this 
particular disk for updating. 


The date of the last transaction you 
recorded on this disk. 


Maximum: 120. 
Maximum: 12. 
Maximum: 32. 


Maximum number of automatic transaction 
sets: 25. 


The running total of transactions in this file. 


A percentage indicating how much file space 
still remains for recording transactions. 


Click OK when you have finished reviewing 
the statistics. 


— — — —— — — 
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Extend 


Choose Extend at the end of a year. or when the file is almost full. to 
| carry your account balances to a new account file. 


| 

| 

| 

| This option first initializes a new disk, then transfers account 

definitions and balances to it. Extend displays the following dialog 
box: 


EXTEND ACCOUNT FILE 


— 
First mont: ) 


File Extension Options 


© Extension of Year 
© Begin New Year 





| 
| 
| 
| Title Write a title for the extension file. It will 
appear at the top of all reports; it can be 
changed later if desired. 
Year Enter the vear in which your FISCAL year 
| begins. This CANNOT be changed later. 
| First Month Enter the first month of your FISCAL year. 
This CANNOT be changed larer. 
Extension of Year Click this option when you are near your 





maximum amount of transactions and you 
need to overflow to another account file to 
hold the year's transactions. The new file 
will use the same FISCAL year as the current 
file. 


Begin New Year Choose this option when a full FISCAL 
year has passed. An account file holds 12 
months of data. Accounts and balances are 
transferred to the new file. 
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Update 


OK-ing the above screen displays the standard Save File box with 


| the heading: “This file will RECEIVE accounts and budgets 


Save This option prepares a new account file. 


The standard Get File box then displays, with the heading: “This file 
SUPPLIES the accounts and budgets for the file just defined: Select 
the file you wish to extend. then: 


Open This accepts the file, flagging it as an 
extended file and transferring its accounts 
and balances to the new file. 


Cancel This returns you to the Extend Account 
dialog box to revise the data you supplied, if 
necessary. 


Sometimes after vou have created an extension disk, you have 
reason to change balances in the original disk. This option updates 


the extension disk to reflect those changes. 


Update displays two Get File dialog boxes. 


The first is headed: ‘‘This file SUPPLIES the updates for account 
balances” Use this to select the file (which must have been 
extended), that will supply the updates. 


The second Get File box is headed: "This file RECEIVES updates 
for its account’ Use this box to select the file that is to receive 
the updates. THIS FILE MUST HAVE BEEN CREATED AS AN 
EXTENSION OF THE ORIGINAL. 


Open Use this option to accept a selected file. 

Cancel End the updating process. IF YOU SELECT 
THIS IN THE SECOND DIALOG BOX, ALL 
UPDATES WILL BE LOST. 
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Backup 


Quit 


About File 


Backing up an account file simply means making a copy of it—onto 
a separate disk—as an insurance in case your working records are 
damaged or destroyed. You should copy your account files and 
update them every time you make changes to the original. Back up 
files onto a disk kept solely for that purpose. 


(The Backup command copies account files only; it should not be 
used for copying disks.) 


Selecting Backup displays two dialog boxes in succession: 


The first is a Get File box for selecting the file that is to be backed 
up. Its heading is: “This is an EXISTING account file you wish to 
back up; 


Open This option specifies the file to be backed 
up. It also displays a Save File box. 


The Save File box has the heading: “This file will be a COPY of the 
file being backed up.’ The new file is given a name automatically: 
the original name preceded by a letter. For example, (B) Fred and 
Mary Smith. 


Save This option creates a copy of the file. 


Quit is the command for exiting Dollars and Sense and returning to 
the Macintosh finder. You can quit the program at any ume. When 
you do, the File menu reverts to its standard Macintosh format from 
which you can select Eject to remove the Dollars and Sense disk. 





The About File option displays a short description of each File menu 
option. Use it as a quick reminder; scroll through the text in the 
usual way. 
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Bg] Edit Menu 


Undo Entry 

Add Line 

Remove Line 
Show ficc'! Names 
Insert Bist. Line 
End Edit 


About Edit 





The Edit commands are active only while you are editing account 
definitions or transactions. Thev appear "grayed" whenever thev 
are not applicable. 


The functions of entry screens are discussed in the “Select menu ^ 
section of this guide. 


The contents of any entry field can be edited by pointing to it and 
clicking the mouse. The field then appears highlighted and an 
appropriate entry box appears at the top of the screen. After an 
entry is written in the box, TAB or RETURN transfers it to the field. 
Complete lines can be removed or restored by clicking any field and 
selecting Remove or Restore from the menu. All changes are held in 
temporary memory until End Edit is selected; then they can be 
stored as part of the financial records. 


An example of Dollars and Sense's flexibility is that you do not 

have to complete a transaction or definition line before going on to 
another line. You can point to any field and change it without 
following a rigid protocol. 

Both the TAB and RETURN keys select the next field on a line. 
When data is entered in the base or distribution account of a 
transaction, either key can find and supply account names. Type the 
first few letters of the account name, press TAB or RETURN to find 


it, then TAB or RETURN again to accept it. In these cases, pressing 
& in conjunction with < or > scrolls backwards or forwards 


through the list of account names. 


You can back up from field to field by pressing # and B at the 
same time. 


If you make a mistake, such as entering an account number that is 
already in use, Macintosh will display a screen telling you what is 
wrong. Click OK before trying again. 


Each Edit option can also be activated with a keystroke, as indicated 
in the menu. 
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Undo Entry 


Add Line 


Remove Line 


Restore Line 





When you rewrite (or write new) information in a field. the entry 
first appears in a box near the top of the screen. TAB or RETURN 
ratifies the entry and transfers it to the field. If you change your 
mind about an entry BEFORE you press TAB or RETURN, Undo 
Entry cancels your input, restoring the field to its previous state. 


When you are working in an entry screen, Add Line is the command 
for creating a new transaction or account definition. Selecting Add 
Line highlights the first field of the next line, allowing you to begin 
entering a new line. 


TAB or RETURN ratifies new entries and moves the active area to the 
next field. 


You can add new entries in any order. End Edit can store new 
transactions or definitions in your records. When next you recall 
entry screens, you may notice that the added entries have been 
repositioned to be in the correct sequence. (Account Definitions are 
sorted by number.) 


This command deletes a complete account definition or transaction 
from the editing screen. At first the line appears “grayed.” It 
disappears completely after End Edit and does not reappear when 
you recall the entry screen. A transaction that is deleted from a base 
account is also deleted from other accounts in which it was 
double-entered. 


You can remove any account from the Account Definitions screen 
unless it is mandatory (such as Check Charges and Check Interest) or 
contains transactions. Such accounts are indicated by check marks. 
You can remove a used account only after all its transactions are 
deleted. 





This command restores a definition or transaction after it has been 
“grayed” for removal. It is appropriate only after Remove has been 
chosen and before the End Edit command is given. 
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Show/Hide 
Account Names 


Insert 
Distribution Line 


End Edit 


About Edit 





— — — — — — — 


These commands are available only in the distribution account field 


| of the transaction entry screen. 


This option displays (and hides) a scroll box listing all available 
accounts. You can change your distribution account in mid-screen 
simply by clicking another account name in this box. This option 
“toggles” between Show Acc’t Names and Hide Acc’t Names. 


If, when editing transactions, you decide to distribute a sum to yet 
another account, this option provides a new line for the purpose. 


This commands Dollars and Sense to store data on disk and to quit 
the entry screen. 


End Edit displays different dialog boxes according to the data 

that is being saved: account definitions; new, past or automatic 
transactions; or bank statement reconciliation. The different End 
Edit protocols are discussed in relation to their appropriate editing 
functions. 


This option displays a scroll box containing a short discussion of 
each of the Edit menu options. 
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The Select menu options are for choosing accounts or transactions 
for further processing. Many of the most important Dollars and 
Sense functions are accessed through the Select menu, such as 
creating and editing account definitions and transactions. 





Account Detinitians 


Neu Transetiens 


Pest transactions 
Bulo Transat tiens KR 
Reioncile Benk Statement XR 





Definitions accounts in which to store them. Three ready-made sets of accounts 
are provided: for household, business, and tax preparation. (See 
Appendix 2 for a complete list.) You can accept any one of these 
sets, then change the accounts in them if necessary. Or you can 
create a set of your own. The Account Definitions option displays 
an entry screen for adding, changing or deleting accounts. 


" é Fite Edit Select Maintenance Report Graph Controls 


CCC.-.— 


Account Definitions Net Annual Budget: $0.00 
[i Use Bomber Accemnt Meme Budget Storting Beier [i 





| 
Account Before you can begin to build financial records, you must have 
| 
| 
| 








When this screen is displayed, note that only the Edit menu is 
bolded and available. See the previous section of this guide for a 
description of editing techniques. 





The Net Annual Budget Balance is displayed at the top right corner. 

This is a positive number if your planned income exceeds your 

planned expenditure. If it is negative, you are planning to spend too 
0 much! This balance reflects any important changes in account 
definitions. You can make experimental changes (“what if?" 
projections) to see how different budgets will affect your overall 
budget. Experimental changes do not become part of the current 
record unless you instruct Dollars and Sense to save them. 


ക ie A അ 
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Immediately beneath the menu line is a line—also called the “entry 
box'’—for entering information. Pressing TAB after doing so 
transfers the entry to a field in the main area of the screen. The next 
appropriate field then becomes active, ready for an entry. If you 
make a mistake, such as entering an account number that is already 
in use, Macintosh will display a screen telling you what is wrong. 
Click OK to proceed. To change an incorrect entry, click it with the 
mouse and enter the correct value. TAB or RETURN ratifies field 
entries. 


Press 8€ and B to back up from field to field during transaction 
entry and editing. 


All entries are held in temporary memory until End Edit is selected; 
then they can be stored as part of the permanent record. 


The functions of entry screens are also discussed in the “Edit menu" 
section of this guide. 


An example of Dollars and Sense s flexibility is that vou do not 
have to complete a transaction or definition line before going on 
to another line. You can point to any field and change it without 
following a rigid protocol. 


Each Edit option can also be activated with a keystroke, as indicated 
in the menu. You can enter data through the keyboard alone. When 
a "button" has to be selected, you can do so by typing the first letter 
of its name (such as V for "variable "). 


Another line of the screen is taken up by column headings indicating 
the types of information that can be entered. From left to right, the 
entry columns are as follows: 


in Use This is not an entry field, but contains a 
check mark to indicate that an account is 
either mandatory or contains records—and 
therefore cannot be removed. (The account 
type cannot be changed either.) 


Number Enter any number, 1-999, for the account. 
This number orders the way accounts 
appear in reports. Dollars and Sense 
“guesses” at the next number you will use. 
Group accounts with related information 
together. 
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Account Name 
Account Type 
Monthly Budget 
| Variable 

| Budget 
(displaved 

on demand) 
Starting 
Balance 
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The name, up to 18 characters long, that 
identifies the account. 


There are five types of accounts: CHECK, 
for all checking accounts; ASSET, for the 
things you own; LIABILITY, for debts/credit 
cards; INCOME, for what vou earn; and 
EXPENSES, for what you buy. 

You can select a type in two ways: by 
pressing its initial letter, or by clicking its 
screen “button” Buttons that are “grayed” 
cannot be selected. 


The amount you expect to spend or receive 
each month. Use a variable budget if you 
expect the amount to vary month by 
month. 


By selecting this option (press V or click the 
button), vou can create variable budgets 

for irregular monthly payments, such as 
property tax payments (due twice a year), or 
for miscellaneous income such as a regular 
Christmas bonus. A ladder of 12 boxes, one 
for each month, appears in which to write 
budgets. TAB to move from month to 
month; RETURN to get back to the main 
entry screen. 


This is how much monev is in a checking 
account, the value of an asset, or the size of a 
debt, at the start of the year. INCOME and 
EXPENSE accounts begin the year with a 
zero balance because they reflect cash flow. 
The starting balance can be changed at 

any time. 
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| When you first access this screen, two accounts are already 
| provided: 

998 Check Charges 

999 Check Interest 


These accounts are used to record charges from checking accounts 
during Check Account Reconciliation—but you can define other 
accounts later to replace them, or change their names or numbers, 
if you prefer. Neither of these accounts can be deleted. 


The next available account number is also automatically provided. 
After completing a field, press TAB or RETURN to move to the next 
one. 


Monthly budgets should be entered for INCOME and EXPENSE 
accounts. ASSET and LIABILITY accounts should have budgets only 
if you make regular payments, such as a car loan, mortgage, OF 
deposits to a savings account. Although budgets make good sense in 
money management, you can operate Dollars and Sense without 
them. 

End Edit Protocol 


for Saving 
Account Definitions 


In the account definition screen, End Edit displays the following 
dialog box: 


r 


é file PB Select Maintenance Report Graph Controls 





t: $4,672.00 
ക്ക 


z FRA 
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Click any option to proceed: 


i 
| Yes Saves the new (or updated) account 
| 


definitions. 
No Cancels the changes or additions and quits 


account defining. 


Cancel Returns you to the entry screen. 


New Transactions: With New Transactions you can record transactions on your 
account disk. Transactions you write into a base account are 
automatically double-entered in related accounts by Dollars and 
Sense. After you choose this command, a dialog box is displayed for 
selecting a base account for the new transactions. 


Only CHECK, ASSET and LIABILITY accounts can be base 
accounts. There are three Transaction Entrv screens, which varv 
| according to the type of base account. 

| The entry screen for CHECK base accounts looks like your check 
register: 


Fr 


€ fite Edit Select Maintenance Report Graph Controls 


Balance: $1,612.00 


| NV i Mortgage interesi 
| Amer wor Express 
Medical /Dento 
Medical /Dentat 
Bectric 
...Waturd Gas 





Rent À 
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This is the entry screen for ASSET base accounts: 


[ 
| 
| " é File Edit Setect Maintenance Report Graph Controls 
| 


Deposit Amount [250.00 CJ Switch Column 


Editing: Stock Savings Pian y Balance: $26,515.00 
Dete Description Disi. Account 


Stoet Savings Plon. 01/01 Poychect (Fred! Mult pier 
Grass Income 
Taxes - Federal — 
Taxes - Stote 
FLA 
Personal Checking 
Credrt Union 





This is the entry screen for LIABILITY base accounts: 


€ File Edit Select Maintenance Report e&reph Controls 


Deposit Amount | 1220.00 CJ Switch Column 
Editing: Mortgage Balance: $-140.626.00 


02/02 B of A 


Mortgage Interest 





ö—r , — — നന്ന കോണ — 


You can enter a maximum of 100 transactions, or 200 lines, in 
succession; then you must save them before continuing. (If vour 
account file is getting full, these maximums may be even smaller.) 


Entering and editing transactions is similar to entering and editing 
account definitions. 


H 


The top portion of all three screens has a line for entering 
information. Below this is the name of the base account, with its 
current balance on the right. Below this line are headings to indicate 
the kind of entry required. 
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In a CHECKING Account Screen, these are: 


Clear 


Check 


Date 


Description 


Dist. Account 


85 DOLLARS & SENSE 


Choose Yes or No here to indicate if a 
transaction has cleared your account. 


Enter the check number (from 0 to 9999), or 
choose Deposit or Miscellaneous (for items 
such as automatic teller withdrawals, 
transfers and service charges). 


Special is displayed for transactions that 
have been retrieved by their original 
distribution account. In this case, the Check 
number field and distribution account 
cannot be changed. 


Dollars and Sense supplies numbers 
automatically, but they can be changed. 
Duplicate numbers may be entered. 


The month (1-12) and dav (1-31) of the 
transaction. If the month is earlier than the 
one entered when the disk was started, then 
the vear will be adjusted to the next calendar 
year. An account disk holds 12 months of 
data. 


A short (25-character maximum) description 
of the transaction—such as to whom the 
check is pavable. Void voids checks. 


The distribution account. Choose account(s) 
consistent with the type of expenditure; a 
record is kept in this account AND in the 
base account. 


Enter the first few characters of an account; 
then press TAB for Dollars and Sense to find 
it. If the wrong account appears, press the 
< or > key while holding down the 3€ 
key. The > key scrolls forward through 

the alphabetical list of accounts; < scrolls 
backward. 





——————— nn—— - 





| Check ($) 


Deposit ($) 
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You can also view a list of available accounts 
with the “Show Acc't Names" command of 
the Edit menu. 


Pressing TAB or RETURN without entering 
anything will cause the transaction to be 
undistributed. 


To distribute to more than one account 
(maximum 14), choose Multiple. End a 
distribution with TAB in an empty amount 
field— Dollars and Sense will do the final 
calculation for you. 


Tax indicator. Choose Yes or No to flag an 
item that is tax-related. You can decide if you 
prefer to flag items as taxable or 
tax-deductible. 


The check amount (maximum 999,999.99). 


The two amount columns show additions 
to and subtractions from the base account. 
For multi-distributed transactions, these 
columns show additions to and subtractions 
from the transaction. Switch columns if 
necessary bv clicking the Switch Columns 
box. 


Notice that Dollars and Sense “guesses” 

at the next amount in multi-account . 
transactions. This figure is what it takes to 
balance the transaction at any point. Accept 
a guessed amount by pressing TAB, which 
also ends the transaction. 


The deposit amount (maximum 
999,999.99). 

This field becomes active automatically if a 
deposit is being entered. 


കു m — യം മ... 


PO TT TOPE: 
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ENTRY COLUMNS (ASSET Account Screen) 


Base Account The account name, entered by default. You 
can change it to enter transactions into 
another base account. As usual, pressing 
TAB after a few letters is enough to find the 
correct account. Defaults to the previous 
transaction's base account. 


Date, Description, — These columns have the same functions as 
Dist. Account, Tax for CHECK base accounts. 


Decrease Because this is an ASSET account, the 
amount columns record decreases and 
increases, rather than checks and deposits. 
If necessary, you can switch columns by 
checking the “Switch Column" box. 
Maximum DECREASE amount is 


Increase Maximum INCREASE is 999,999.99. 


ENTRY COLUMNS (Liability Account Screen) 
Base Account Has the same function as in ASSET accounts. 


Date, Description, These columns have the same functions as 
Dist. Account, Tax for CHECK base accounts. 


Purchase How much you bought (e.g. with a credit 
card). Maximum 999,999.99. 


If necessary, switch columns with the 
"Switch Column" box. 





Payment How much you repaid (e.g. to a credit card 
company). Maximum 999,999.99. 
If necessary, switch columns with the 
"Switch Column" box. 
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End Edit Protocol for New Transactions 


After you enter new transactions, End Edit displays the Transaction 
Entry Follow-up screen: 


$eve new transactions? 


Follow-up fictions: 
CO Transaction Report " 
O Write Checks 





Check a box to make a selection. 

Yes Saves the transactions and activates the next 
Stage in saving transactions (generating a 
transaction report, writing checks or saving 
an automatic set ). 


No Cancels the changes or additions and quits 
entering transactions. 


Cancel Cancels the foliow-up information and 
returns you to the entry screen. 


Transaction Report Generates a report of the saved transactions. 


Write Checks With this option you can write checks to 
cover transactions just saved. See below for 
a description of check-writing procedures. 
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Auto Set Name The transactions just entered can be stored 
as an ‘automatic set’ that can be reactivated 
for use later. 


Write a name for the automatic set so that it 
can be easily recalled. Maximum length: 20 
characters. 


See below for a fuller description of 
automatic transactions, and see "Paying 
Routine Bills" in the “Some Applications" 
section of this manual. 


Past Transactions | This option recalls transactions for review and updating. 
Remember, however, that only 90 transactions can be recalled at a 
time. If you have more than 90 you must work on them in two (or 
more) sessions. 


Selecting Past Transactions displays a screen for specifying which 
transactions to recall: 


EDIT TRANSACTIONS QUERY 
Bose Account EEEE ———— 
Dote Range [01/01 ]to . 
Check Range [1 ]te Ruto Loan 


Deposits & Yes (ONo Credit Union 


e 
U 
ive 

e 

൮ 

t 

co 

ùu 

e 
=< 
& 
* 


Other € Yes ONo 





Accountis) @ati © Select 

Cleared item @AH OCteared O uUncheaareo 
Stock Sevings Pian 
t H Tor Non-tax 

— et o One Stocks & Bonds 

ürdered by CO Bate O Check number Vise 


Amount 


Title 
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ni 


| Base Account 


Date Range 


Checks 


Deposits 


Other 


— 


Accounts 


Cleared Item 


Tax Item 


Amount 


REE m M — —————MMÁát— - 


Title 


OK 


Cancel 
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Either write the name in full, or the first few 
letters and TAB, or click the account name in 
the scroll box. 


Write the beginning and end of the date 
range. The default is the entire range of 
transactions in this account. 


Write the first and last check in a range of 
numbers. The default is all the numbered 
checks. If the first number is larger than the 
last, no checks will be included. 


Click Yes or No to include or exclude 
deposits. 

Click Yes to select Miscellaneous 
transactions. 


Choose All to display transactions relating to 
all accounts. To be more selective, choose 
Select and check desired accounts in the 
scroll box. 


You can recall all transactions, or only those 
that are cleared or uncleared. 


You can recall all transactions, or only those 
that are tax-related or unrelated. 


You can locate transactions for a specific 
amount by entering that amount. (Perhaps 
the amount is all you remember about a 
particular check.) 


Enter a partial description to help you find a 
transaction. (For instance, find all the 
transactions for Dr. Jones by using Dr. J) 


Click OK or press RETURN to command 
Dollars and Sense to find the transactions 
just specified. A “Retrieving Transactions” 
message displays to inform you of progress. 


Click Cancel if you change your mind about 
recalling transactions. 


Auto Transactions | 














Editing: Business Checking Bolonce: $325.60 


Clear Check Date Description 





Special 01/02 ATM Transfer Personal Checking - 125 06 


k 


NOTE: When reviewing past transactions, the word special may 
appear under the Number column of a checking account. Special 
denotes a transaction such as a transfer of funds between two 
checking accounts. Special will appear under your secondary 
checking account (not the base checking account). 


End Edit Protocol for Past Transactions 


If you edit past transactions after recalling them, End Edit displays a 
dialog box headed: Save Changes to Transactions.” 


Yes Choose this option to store the updated 
transactions. 

NO Choose this option to cancel changes and 
exit transaction editing. 

Cancel Choose this option to cancel changes and 
return to the editing screen. 


Automatic transactions are invaluable aids to paying regular bills, 
like mortgage and car payments. Regular transactions need be 
written onlv once; then thev are stored and can be “reactivated” 
whenever necessary. Reactivated automatic transactions can become 
part of your financial records just as they are or with minor 
adjustments, such as changes in amounts. 





The Transaction Entry Follow-up screen that appears immediately 
after you record transactions is the medium for creating an 
automatic set. Do this by writing an ‘Auto-Set Name" (such as 
“Bi-monthly Bills") to help you find the transactions again, then 
clicking OK to save the set. An automatic set can consist of as many 
as 100 transactions; you can have as many as 25 sets. 


The Auto Transactions option of the Select menu is the means by 
which sets can be found and reactivated. 
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Reconcile 
Bank 
Statement 





This option displays the Automatic Transactions Set dialog box, 
which has a scroll box listing the sets. Click a set to select it. In this 
dialog box you can also change the date of the transactions set, and 
the next check number if needed. Click OK to recall the set. 


When you are editing automatic transactions, the TAB and RETURN 
keys move the active area from amount to amount to make editing 
easier. 


End Edit displays the same dialog box as used for New Transactions, 
except that you cannot enter an Auto Set Name. 


With this option you can compare your bank statements to your 
transaction records. You can mark which transactions have cleared, 
enter check charges or interest earned and then make adjustments 
to balance your statement with your records. 


Reconcile Bank Statement displays a Reconciliation Query screen 
for specifying which transactions to examine. This is basically the 
same screen as that used for recalling transactions for editing, but 
with the inappropriate options grayed. 


RECONCILIATION QUERY 


Bese Account 0 


Date Range [81/01 |: 


0 
£heck Renge 6 [138 | 


lepasits Ores OND 
Ghe Ores ONO 


fic COVES Oat Osetect 

Cleareditem OAN Oead O Uncleared 
tax fem Qni Olan റ Nan-tas 
Ordered by @ Date © Check number 





സ്ഥ 


Tithe 
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Base Account 


Date Range 


Check Range 


Cleared Item 


Ordered by 


OK 


Cancel 


The account containing the transactions to 
be examined. Choose the account by 
clicking the scroll box and pressing TAB. 
The box then disappears and the first date 
field is highlighted. 


Write a beginning- and ending-date (take the 
ending date from your bank statement). The 
default is the entire range of transactions in 
this account. 


Write the first and last check in a range of 
numbers. The default is for all the numbered 
checks. If the first number is greater than the 
last, only deposits and miscellaneous 
transactions are recalled. 


You have the choice of calling for all 
transactions, or for those that have not yet 
cleared. 


Recalled transactions can appear in order of 
date or check number, whichever you 
prefer. 


OK commands Dollars and Sense to find the 
specified transactions. 


Use Cancel if you decide to quit. 


Reconciliation will present up to the first 90 transactions that meet 
the search criteria. If there are more than 90, there is an option for 
recalling the rest of them to the screen after the first batch has been 


dealt with. 


OK displays the reconciliation screen. This is almost identical to the 
transaction entry screen (or check register), with the transactions in 
specified order and the first Clear field highlighted. Compare the 
transactions on this screen with those in your bank statement and 
select Yes for each one that has cleared. 





E 
= 
xX 

m” 

© 
> 


re 


Lida ay ക. 


Mort interest A 
01/01 Home Savings -E ~Mult ple - 
Mortgage E 
| 3 3 Mort interest B 
» D1/01 Perce Stock Broker Stocks & Bond: 
01/01 BofA(Viso) Viso 
? 01/0% BofA -ultipie- 
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Mortgage Interest 
01/01 Amerson Express Americar Express 
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017/01 S.C. Edison Electrx 
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Notice that the Balance (top right) changes each time you clear a 
transaction. This balance represents what the bank "thinks" you 

| have in your account, rather than what vou believe to be in it. If you 
make a mistake, or want to change the cleared status of a check, edit 
the Clear field. 


When you have finished clearing checks, select End Edit. A dialog 
box asks if you want to save the reconciled entries. Choose Yes, No 


or Cancel. 
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Dollars and Sense now displays a Reconciliation Status screen 
detailing how yours and your bank's records compare: 


Checks 
Deposits 
Other 


Additional Charges 


RECONCILIATION STATUS 


Cleared Items Uncleared Items 
3 for 418.60 65 for 21,438.00 
2 for 1,700.06 20 for 21,208.00 
0 for 0.00 0 for 


k 


fidditionol interest 


Vour Record Balance 586.00 


Statement Balance 586.00 


Difference in Balances 0.00 


D Force Batance Agreement 


DY Retrieve Remaining Entries (42 Entries Remain} 





The Reconciliation Status helps you match your bank statement to 
your records. If you are not satisfied with what you see, you can 
"force" agreement between them, or (a better idea) go back and 


locate any transactions that are in error and adjust them. 


In addition to account monetary details, this screen has several 


menu options: 


Additional Charges 


Additional Interest 
Your Record 


Balance 


Statement Balance 
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Enter check charges shown on the 
statement, such as for overdrafts, stop 
payments, low balance, etc., if not entered 
as a transaction. 





Enter interest shown on statement if not 
entered as a transaction. 


Displays the balance consistent with your 
Dollars and Sense records. 


Enter the ending balance shown on your 
statement. 


About Select 


Difference 
in Balances 


Force Balance 
Agreement 


Entries 


OK 
Cancel 


Shows the difference between the two 
balances. 


This option forces agreement with bank's 
balance by changing the account's 
beginning balance. It is a better idea to 
locate any transactions in error and 
correct them. 


If more than 90 transactions satisfied the 
account criteria, check this option to recall 
the rest of them before you finish 
reconciling. 


Completes the reconciliation process. 


Terminates the reconciliation process. 


NOTE: Transactions marked as Special denote transfers between 
| two checking accounts. Refer to Page 91 for more details. 


Retrieve Remaining 
| 


| Displays a scroll box with a short discussion about each of the Select 


options. 
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Menu 








Mantenan P 
New Composite 
modify Composite 

Release Auto Trans Set 


Check Account Dato 
Write Checks 


About Maintenance 


New Composite 
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The Maintenance menu provides several capabilities, such as check 
writing and bank statement reconciliation, that are important for 
keeping vour records in order, but are not needed every day. 


Most graphs, since they are generated with data from different 
sources, work only with what are called composite accounts. A 
composite account is simply 2 group of accounts put together for 
the sole purpose of making graphical comparisons. For example, 
you could combine all vour household accounts into a composite 
account called "House Expenses? You can then produce a graph 
that shows vour greatest expense, or an expenditure trend. 


Dollars and Sense has defined four ready-made sets of composite 
accounts: "ASSETS;' “LIABILITIES,” "INCOME" and “EXPENSES.” 
The names of composite accounts are always written within quotes 
for the svstem to recognize them. 


You can also create a “MIXED” composite account, which allows 
different types of accounts to be grouped together (including 
composite accounts). This is helpful when vou have many 
categories of expenses. You can break expenses into subgroups, 
compare them and then compare the detail accounts in each 
subgroup. 


Selecting New Composite displavs the New Composite Account 
screen. 


P 


ox 
= 
© 
> 


DEF SNE NEW COMPOSITE RECOUNT 


Type: @ Asset O Liability 
© Income (© Enpense 
© Mixed 





Selectable Accounts 


Ci Save and Define 


Personal Checking 
Cash 

Credit Union 

Mome R 
Rental R 

Rental 

Stock Savings Pian 
Stocks 0 Bonds 


finother Composite 


DOLLARS & SENSE 


Modify Composite | 
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Name 


Type 


Save and Define 
Another Composite 


Scroll Box 


OK 
Cancel 


Provide a unique name—which will be 
enclosed by quote marks—for the 
composite account. 


Check a button for which type of composite 
account vou are creating. The scroll box 
then displays all accounts for that type. 


Check this option if you want to save the 
composite account just defined and to 
define another. Select OK to proceed. 


Check each account that is to be part of the 
composite account. 


Click OK when you have finished. 
Click Cancel if you change your mind. 


This option is for modifying or deleting composite accounts. It 
displays a Modify Composite Account screen, which has a window 
listing the composite accounts. 


Scroll Box 


Name 


Type 


Initially, this box contains the names of the 
composite accounts you have defined (but 

not those that are predefined, because they 
cannot be modified). 


Click the name of the account to be deleted 
or modified. The name is then replaced with 
the names of the accounts available for the 
composite account, the accounts that 
currently compose it appear checked. 


You can change the makeup of the 
composite account by adding new accounts 
or deleting old ones. Clicking an account 
gives it a check mark; clicking the check 
mark “‘deselects’’ it. 


The name of the selected composite account 
appears here. 


The type of the selected composite account 
appears here. 


— —“* 


Release Auto 
Transaction Set 


Check 
Account Data 


Delete Composite 
i Account 


| 
l 
i 
| Reselect Composite 
Account 


OK 


Cancel 


Check here to delete the composite account. 


Oniy one composite account can be 
modified at a time. To discard changes to the 
currently displayed account and begin to 
modify another, check this box. After OK. 
the scroll box is replaced by a list of current 
composite accounts. 


Saves changes to current composite 
account; deletes current composite account, 
or gives choice of different accounts to 
modify. 


Choose Cancel to exit without saving 
changes. 


When you no longer need an automatic transaction set you can 
release it with this option. The set then becomes like an ordinary 


group of transactions and cannot be reactivated. 


The Release Automatic Transaction screen has a scroll box listing set 
names. Check the set to be released; then click OK. 


Check Account Data 


Dollars and Sense can provide as many as 12 CHECK accounts, and 
each must be given additional information for identification and 
check-writing purposes. Check Account Data displays a screen for 
recording check account details. 
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PROLIDE DATA FOR CHECK RCCOUNT Check Accounts 


Personal Checking 


a 
Check ficcount: ; 
Next Check No: [1234 | 
D 


നേട) on Account: [Fred and Mery Associates 
Bank/Branch Name: [Bonk of Monogram/ Inglewood Office 
Account code: 123-56789-12345 


Printed Checks are: © Numbered 
€ Unnumbered 





| Check Account Write the name of the CHECK account for 
which information is to be entered (or 
modified). You need enter only the first few 
characters, then press TAB. Alternatively, 
click the CHECK account name in the scroll 
box at right, or press TAB to accept a 
default. 


Next Check No. Supply a number for the first check for this 
account. The number can be eight digits 
long (maximum: 99999999), but onlv the 
last four are used during transaction entry. 
The complete number appears only when 
checks are printed. 


Acc't for Charges Check charges, which may be given at the 
end of the bank account reconciliation 
process, are saved in this account. "Check 
Charges" is the default account, but you 
may change it. To choose a different one, 
click it in the right-hand scroll box. 
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Acc t for Interest 


Name(s) on Account 


Bank/Branch Name 


Account code 
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Printed Checks are 


Cancel 
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Check interest may also be given at the end 
of reconciliation, and will be saved in this 
account. ‘Check Interest" is the default 
account, but you may change it. To choose a 
different one, click it in the right-hand scroll 
box. 


Usually a personal or business name that 
appears on checks. It is displayed on screen 
whenever an account is selected for check 
writing. Helps verify that the proper checks 
are in the printer. Maximum: 34 characters. 


The bank/branch at which the account is 
held. This also appears on screen whenever 
an account is selected for check writing. 
Helps verify that the proper checks are in 
the printer. Maximum: 34 characters. 


The electronically-readable number that 
appears on the bottom of checks. Maximum: 
15 characters. 


Click either the Numbered or Unnumbered 
button. Unnumbered is the more usual 
choice. If you select Numbered (meaning 
the checks are already numbered). Dollars 
and Sense will not number the checks. 


When you are satisfied with CHECK account 
details, click OK. 


Choose Cancel if you do not wish to change 
check account data. 





Write Checks 





With this option you can write checks directly from information 
stored in Dollars and Sense. All checks should be printed on special 
forms designed for use in a computer's printer. (See Appendix 1.) 
Align the check perforation with the top of the print head for the 
data to printed in the right areas. 


The initial selection of account and check range is accomplished 
with the Check Writer menu, which also displavs Name, Bank, and 
Code identifiers to verify that you are printing from the proper 
account. A scroll box in this screen lists all your CHECK accounts. 


When you choose an account, the screen changes to display details 
to help confirm that you are working with the right one. 


WRITE CHECKS 


Date Range: [ror to 07.70? 

Check Range: n ] to 
| 
io 


N View each check before printing 
Check Accounts 


Personal ft her king 


The options are as follows: 

Check Accounts A scroll box lists the accounts from which 
you can write checks. Select the account by 
clicking its name. 
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Date Range The date range of checks to be printed. 
Enter the beginning. and end-dates, pressing 
TAB after each. 


Check Range The check number range. Enter the starting 
and ending numbers, pressing TAB after 
each. 


View Each Check Click this box to view each check before it is 

Before Printing printed. You can then add an address and/or 
memo to be printed on the check. If this 
box is not checked, all checks will be 


printed. 

OK Commands Dollars and Sense to proceed to 
the next screen. 

Cancel Cancels check-writing. 


If you elect to view each check before it is printed, the following 
dialog box displays: 


Fred and Mary Associates 
Bank of Monogram / Inglewood Office 


Six Hundred Seventy and No /!00- -------------------- 


123-36. 7869-12345 


Street: 
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Maintenance 


The top part of the box contains details of the check that is to be 
printed, and also details of the CHECK account in use. Use this 
information to confirm you have the right checks in the printer. 


Street Enter the street address of the check's 
destination. This will be positioned to be 
visible through windowed envelopes. 


Memo Write a memo that will be printed at the 
bottom of the check. 
Print Print this check. Nothing is wrong if the 


check does not print instantly. Print 
information is “spooled” to the disk and 
output intermittently. 


Skip This command ignores the 
currently-displaved check and goes 


| 

| 

City/State Enter city, state and zip code. 
i 

| on to the next. 


issuing print commands. (All the checks will 
be printed in due course.) 


Quit Use this command when you have finished 
Displays a scroll box with text describing Maintenance functions. 
| 
} 
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. can be printed. 


Account! YTD Summary 


monthly Budget Totals 
Monthly Actual Totals 


Income Statement 
Bolante Sheet 
Cash Flow 


About Report 


Deposits @ ves 
Other (e ves 
Accountls) © RII 
Cleared item @ Rll 
Tax item @ AH 
Ordered by @ Date 


Amount 


Title 


Transaction 
Report 


Base Account 


Date Range 
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This option displays a screen for specifying which accounts and 
transactions are to be included in the report. 


| Dollars and Sense can produce seven different kinds of reports of 
| every aspect of your financial life. The flexibility of Macintosh 

| enables you to call different reports to the screen at the same time 
! and rearrange them to make convenient comparisons. Any report 


TRANSACTION REPORT QUERY 


Bose Account ETAT OT * 
Date Range 01/01 |to [07/07 
Check Range h Je 


O No 

O No 

© Select 

© Cleared © Uncteared 
Q Tax Q Non-tox 
O Check number Stock Savings Plan 





Either write the name in full, or the first few 
letters and TAB, or click the account name in 
the scroll box. Accept the name with TAB. 





Write the beginning and end of the date 
range. The default is the entire range of 
transactions in this account. 


— — — — ക 


Check Range 


Deposits 


Other 


Account(s) 


Cleared Item 
Tax Item 
Ordered by 


Amount 


Title 


Cancel 
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Write the first and last check in a range of 
numbers. The default is all the numbered 
checks. If the first number is larger than the 
last, no checks will be included. 


Click Yes or No to include or exclude 
deposits. 


Click Yes to select miscellaneous 
transactions. 


Choose All to display transactions relating to 
all accounts. To be more selective, choose 
Select and check desired accounts in the 
scroll box. 


You can recall all transactions, or only those 
that are cleared or uncleared. 


You can recall all transactions, or only those 
that are tax-related or unrelated. 


The transactions you recall can be in date- or 
check number-order. 


You can search the database for specific 
dollar amounts. (Perhaps all you remember 
about a check is its amount.) 


You can search the database for a specific 
title. (Enter Dr. J to find all the checks paid to 
Dr. Jones.) 


Click OK to command Dollars and Sense to 
find the transactions just specified. A 

“Retrieving Transactions” message displays 
to inform you of progress. 


Click Cancel if you change your mind about 
recalling transactions. 





— — — — TT acs hae i E 


When you OK the querv screen, a Transaction Report screen 
displays so that you can specify how the report should appear. 


TRRNSRCTION REPORT 
Choose one of the following: 


& Detail {All Transaction Lines) 
© Compressed (Single Line) 
O None (Summary by ficcount) 





Detail Select this option to create a two-part report 
of requested transactions with details of all 
multi-account distributions. The second part 
is a summary of the contribution to the 
account of each of these transactions. 


Compressed Select this option to create a two-part 
report—first showing all multi-account 
transactions on a single line, then presenting 
a summary of the contribution of these 
transactions to each account. 


None Select “None” for a single part report of the 
contribution of the requested transactions to 
each account. 


Transaction reports are limited to the first 1,000 transactions. If you 
have more transactions than meet the query criteria, break them 
into groups, using additional criteria. If you sort by check number, 
sorung is done by the first 1,000 check numbers (350-1350, 
1001-2001). 


OK produces the report. A separate window appears for both parts 
of the report. Click whichever you wish to examine, bringing it to 
the "foreground" in the usual Macintosh way. 
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/Q1/0 |Foycheck (Mary) 





i Note that this report is similar to the record entry screen. In this 
example all transactions meeting the selection criteria are listed in 
check number order. 


Transaction reports such as this provide the details necessary for 

an audit trail (‘Where did I spend my money?™). You could also 
analyze a single account (“When did I pay my electric bill? ). using 
the criteria: Account = Utilities, Title = Electric, Date Range = Default. 


Account The Account Year-to-Date Summary is a report of the current status 

YTO Summary of each account. Different types of accounts are grouped in separate 
windows. Any part of the report that is not visible can be found by 
scrolling with the arrow boxes, or paging using the "thumb: 


Accounts appear in number order. Each has its own line, which 
includes such details as totals for the year and the number of 
transactions recorded. The last column contains current balances 
of ASSET/LIABILITY accounts; the subtotal of al! tax-related 
transactions for INCOME/EXPENSE accounts. 


You can clear reports from the screen by clicking the "go away 
box" or by selecting Cleanup Windows from the Controls menu. 
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Monthly This option reports budget values for each month and account. | 
Budget Totals organized by account type. | 

| 
Monthly This option reports actual values for each month and account, | 
Actual Totals organized by account type. | 

i 
Income This option produces a series of reports: Income vs. Expenses, 
Statement available by YTD Analysis, Quarter, Annual, Monthly Detail | 


Summary and Al! Accounts. The medium for selecting these is 
the Income Statement screen: 


| 
| 
| 
| 
| 
| 


Choose one of the following: 
© Year to Date Analysis 

(e: Annual 

C) First Quarter 


റ Second Quarter 

© Third Quarter 

© Fourth Quarter 

O Summary 

O 8ptait by Accouat {Printer Gnhut 





| 
INCOME STATEMENT 
| 





E 
26 

Year-to-Date Analysis Produces a report of the percentage E 3 
distribution of YTD budgets and actuals i | 
(INCOME and EXPENSE accounts). . 

Annual Provides quarterly values for the entire year; : 
compares budgets and actuals. (INCOME | 
and EXPENSE accounts). | 

First Quarter Reports values for the first quarter only. 

Second Quarter Reports values for the second quarter only. 

Third Quarter Reports values for the third quarter only. 
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Fourth Quarter Reports values for the fourth quarter only. 

Summary Three reports summarizing monthly budgets 
and actuals totals: INCOME, EXPENSES and 
a Net Income summary. 

Detail by Account Prints monthly detail for all 
INCOME/EXPENSE accounts. (Onlv if 
printer is on-line.) 

OK Commands Dollars and Sense to produce 
the report. 

Cancel Cancels reporting process. 

Balance Sheet This option produces reports of ASSETS vs. LIABILITIES, available 


Cash Flow 


About Report 


| 


by YTD Analysis, Quarter, Annual, Monthlv Detail and Selected 
Áccounts. 


The medium for selecting these reports is the Balance Sheet screen. 
which is virtually identical to the Income Statement screen (see 
above). 


This option produces reports on distribution of income, available 
by YTD Analysis, Quarter, Annual, Monthly Detail and Selected 
Accounts. Note that amounts for ASSETS and LIABILITIES represent 
the amount spent on them, rather than their current balances. 


The Cash Flow screen, as with Balance Sheet and Income Statement 
above, gives you the choice of several different report ranges. 


This is a “help” option, displaying information about each of the 
Report menu options. 
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The Graph menu provides six types of graphs that can be displayed 


§ Graph Menu | 
| or printed. As with reports, you can display a number of graphs 
| 







w apt 
Actuals vs. Budgets 
fc tuel-Budge! Values 
Acct. Cont. to Totals 


simultaneously and shuffle them in the usual wav. 







' Most graphs work only with composite accounts, which are simply 
| regular accounts put together for comparisons. For example, you 

! could combine all vour household accounts into a composite 

: account called “House Expenses" and use it to produce graphs of 

' your expenditure trend. 


Monthly Rctuais-Budgets 
Monthly Net Income 
Monthly Net Worth 







About braph 


Dollars and Sense has defined four ready-made sets of composite 
accounts: “ASSETS,” “LIABILITIES, "INCOME" and "EXPENSES 
See Define Composite in the Maintenance menu for details of 
creating composite accounts. 


Actuals vs. This option creates Distribution Graphs in “pie chart" format, 
Budgets showing contribution of cash account (Budget and Actuals) to the 
| total of the composite account. The list of available selections may 
be limited; composite accounts containing more than 12 individual 
accounts cannot be shown in the "pie chart" format. 





Values and Actuals for accounts that compose a composite account. The 
selection screen appears first; OK displays the graph. ന 
Account | This option creates Distribution Graphs in “pie chart” format, Se 
Contribution showing contribution of cash account (Budget and Actuals) to the * t 
^ Tatais d : : ; r7 
total of the composite account. The list of available selections may E 


| 
Actual-Budget This option creates a Bar Graph showing dollar value of Budgets 
| 


be limited; composite accounts containing more than 12 individual 
accounts cannot be shown in the “pie chart" format. 
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Monthly 
Actuals-Budgets 


Monthly 
Net income 


Monthly 
Net Worth 


About Graph 


This option creates Bar Graphs for any account—regular, composite 
or mixed—showing the monthly relationship between Budgets and 
Actuals. It also incorporates a dollars trend line. 


This option creates a Bar Graph showing net income (income less 
expenses) throughout the year. It also includes a trend line. 


This option creates a Bar Graph showing ASSETS less LIABILITIES. 
Includes a dollars trend line. 


Displays "help" information about each of the Graph options. 
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E Controls Menu 














fontrols 
Cleanup Windows 
Wide Reports 
“Narrow Reports 


| 
| 
| 
“Output to Screen | 

Output to Printer | 

Print Window 

Printer Setup | 
Rbout Controls | 
i 
Cleanup Windows | 


Wide Reports 


Narrow Reports 


Outp 
to Screen 


Output 
to Printer 


Print Window 


Controls menu options have a variety of functions, in general 
controlling the way reports and graphs are displayed or printed. 


This option is a quick way to clear the screen of all reports and 
graphs. They disappear in reverse order of their creation. 


Reports can be of variable width. When displaved in this format. 
you can examine their complete contents. If a report is still too wide 
for a window, examine the missing columns using the scroll arrows. 
Some formats will have to be printed on paper set horizontally in 
the printer. 


It is seldom necessary to scroll horizontally to examine reports in 
narrow report format. They can be printed in the normal vertical 
format. 


You have a choice of displaying graphs and reports on screen, or 
sending them to the printer. Select this option if you want screen 
display only. 


This option should be selected before generating reports or graphs 
you wish to print. 


With this option you can print the contents of a single window. It is 
often convenient to view the report on screen first, then call for a 
printout of it. 
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Printer Setup | This option displays a screen for setting up the printer in accordance 
| with the type of paper it will use. 
] 


PRINTER SETUP 


Paper Type 
@ US Letter © A4 Letter 
© US Legal © tnternational Fanfold 


Orientation 
© Talt © Wide {Best for Reports) 


Paper Feed 
& Continuous © Cut Sheet 





| 

1 

About Controls | This option displavs a "help" screen with details of each of the 
| Controls options. 
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Getting 
Results 


MONGBRAM 
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Account YTD Summory for Fred & Mary Smith 
Date Last Entry: 07/07/84 
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TI nec 


Analysts of Income Statement tor Fred & Mary Smith 
Income Accounts Date Last Entry: 07/07/84 


Entertainment 
Groceries 


Household 
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Belance Sheet for Fred & Mary Smith 
Asset Accounts Date Last Entry: 07/07/84 





376.00 
353,350.20 | 9,825.00. 
[26701480 | &29000| . - | 
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Cash Flow for Fred & Mary Smith 
income Accounts Date Last Entry: 07/07/84 
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Cash Flow for Frea & Mary Smith 
Asset Accounts Date Last Entry: 07/07/84 
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Transactton Summary for Fred & Mary Smith 
Account: Personal Checking Date Last Entry: 07/07/64 


Transaction Distribution Amounts ($) | 
Title Account | Deposit | 


Dpst| 01/01 [Paycheck (Fred) 1,700.00 


Water & Sewer 
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Monthly Net Income 
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Values in 
Dollars 


Monthly Net Worth 
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Actua! Contribution to Totals for "Assets" 


ox! [1 Personal Checking 
on) BS Cesh 
on) BS Home 
40%) ud Stock Savings Plan 
60%) [IT] Stocks & Bonds 
on) É3 credit Union 
on) [BR penta a 
OR) Ei Rental b 





Budget Contribution to Totals for "Assets" 


ox) [_] Persone! Checking 
on) BB cesh 

on) BS Home 

358) Ma Stock Savings Pian 
ss) [[[] stocks & Bonds 
1281 E credit Union 

oxi B Rental A 

OR! BH Rental B 
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Actual Contribution to Totals for “Liabilities” 
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L 348) [L] vise 

L ISR} ES Auto Loan 

1 68) ES rortpege 

| 36%) feed American Express 
t SRI [[[D Mortgage ^ 

{ ar) Ej Mortgage B 


| ont [] vise 

t 50% B3 Auto Loan 

1 20%) ES rortgege 

{ 08] Bd American Express 
t 17%) [fI] mortgage A 

i 1381 EE} mortgage B 








Actual/Budget Values for “Expenses” 


ജാമ 











Taxes - Federal 


AN AAS 


Misc. Expenses 
Medical/Dental 
Auto Loan Interest 
Household 
Groceries 

Taxes - Property 
Entertainment 
Clothing 

Auto Expenses 
Cneck Charges 


BB Budget 
£3 Actua! 


KAMLLLLSSTDA SI Mlle 


i 8G 8 









900 2700 4500 6300 8100 
0 1800 3600 5400 7200 9000 


Values in Dollars 


Actual/Budget Values for "Expenses" 


49620556 





Repairs B 
Taxes A 

Mort. interest A 
Insurance A 
Repairs A 
Insurance 

Misc. Utilities 
Natural Gas 


Telephone Bm 
Electric | 
Taxes - State ER 
F ica PEPE rma 


li budget 
B Actual 4000 











VEM 


SHIGA: 
— up 
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Actual vs Budget for “Expenses” 


Taxes - Federal 
Mortgage Interest 
Misc. Expenses 
Medical/Dental 
Auto Loan Interest 
Household 
Groceries 

Taxes - Property 
Entertainment 
Clothing 

Auto Expenses 
Check Charges 





Actuals as a Percent of Budget 


Actual vs Budget for “Expenses” 


Repairs B 
Taxes A 

Mort. Interest A 
insurance A 
Repairs A 
insurance 

Misc. Utilities 
Natural Gas 


eal 
I" 
Pe 
- 
- 
~ 
1" 
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Actuals as a Percent of Budget 
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Monthly Actuals/Budgets for "incomes" 
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Monthly Actuals/Budgets for “Expenses” 
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Monthly Actuals/Budgets for “Household” 
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Glossary 


Account 


Account File 


Account Number 


Account Type 


Actuals 
ASSETS 


Automatic 


Base Account 


Budget 


CHECK 
Check Number 
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A "money category” that acts as a file to 
store transactions. 


A file that stores your accounts and the 
transactions they contain. 


A three-digit number assigned to an account, 
governing the order in which accounts 
appear in reports and displays. 


One of five account classifications— 
ASSET, CHECK, EXPENSE, INCOME and 
LIABILITY—that have an important effect 
on how the system treats accounts. 


The "real" amounts earned or spent. 


An account type for the things you own, 
such as house, car, savings accounts, stocks, 
etc. 


A set of transactions that are saved for later 
use. 


A major account used for recording most 
transactions, which are also “distributed” 
to smaller accounts. For normal record 
keeping. Checking is often the base account. 


The amount vou expect to receive or spend 
in any period of time. Dollars and Sense can 
record both regular and variable monthly 
budgets. 


An account type for all checking accounts. 


The number of a check transaction; often 
supplied automatically by Dollars and Sense, 
but can be overriden. 


To mark a transaction as cleared, during 
bank account reconciliation. 





Composite 
| Account 


Current 
Balance 


Distribution 
Account 


EXPENSE 


INCOME 


LIABILITY 


Net Income 
Net Worth 
Quarter 
Reconciliation 


Scroll 
Tax indicator 


Transaction 


Variable Budget 
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A set of accounts grouped together for 
graphical comparisons. For example, all 
household expenses can be grouped 

in a composite account called “House 
Expenses" to produce a graph showing 
each individual account’s contribution to 
the total expense. 


The amount of money in an account after all 
transactions are complete. 


Transactions stored in base accounts are at 
the same time recorded in other related 
accounts: distribution accounts. This is 
double-entry bookkeeping, and the essence 
of Dollars and Sense. 


An account type for all expenses. such as 
utilities, clothes. food, etc. 


An account type for all sources of income, 
such as paycheck, interest, dividends, etc. 


An account type for your debts, such as 
loans, credit cards, etc. 


Profit: INCOME minus EXPENSES. 
The product of ASSETS minus LIABILITIES. 
A period of time equal to three months. 


The process of comparing your transaction 
records to your bank statement and making 
necessary adjustments. 


To display a sequence of items in a list. 


The letter T. During transaction entry, use it 
to mark a transaction that is tax-related 
(either taxable or tax-deductible). 


Any financial event—in particular a credit or 
a debit—that affects the value of an account. 


A budget that is not consistent from month 
to month. 
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Appendix 1 | Ordering Checks 


To order checks that are compatible with Dollars and Sense, contact 
the following suppliers, or call Customer Service at (213) 215-0529. 


Mullin Business Forms 

1433 Leimart Blvd. 

Oakland, CA 94602 

(415) 530-3223 

Dual-Purpose Check No. 1004 

No. 1500 Double-Window Envelope 


. NEBS Computer Forms 

12 South Street 

Pownsend, Mass. 01469 

(800) 225-8560 

Check No. 9022 

Compatible Envelope No. 775 
| 
| 


Deluxe Computer Forms 

530 North Wheeler Street 

P.O. Box 64046 

St. Paul, MN 55164-0046 

(800) 328-0304 

Check Form No. 1004 

For fast service when communicating 
your order, use this number: 7972 


> 
— 
൩. 
V 
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Appendix 2 


Account Sets 


The complete standard sets of accounts are as follows: 


Household Accounts 
Account 


Personal Checking 


Cash 

Home 

Savings Account 
Stocks and Bonds 


Credit Cards 
Loans 
Mortgage 


Check Interest 
Dividends 
Gross Income 
Interest 


Auto Expenses 
Check Charges 
Clothing 
Entertainment 
FICA 
Groceries 
Household 
Loan Interest 
Medical/Dental 
Misc. Expenses 
Mortgage Interest 
Taxes-Federal 
Taxes-Property 
Taxes-State 
Utilities 


Type 
CHECK 


ASSET 
ASSET 
ASSET 
ASSET 


LIABILITY 
LIABILITY 
LIABILITY 


INCOME 
INCOME 
INCOME 
INCOME 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
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Description 
By Bank Account 


Money in your pocket 
Cost plus improvements 
By Bank Account 

At cost 


One account for each 
Cars, Furniture, etc. 
How much vou owe 


From Checking Account 
By source 
Break out for 2 incomes 
By source 


Fees, gas, insurance 

From Checking Account 
And other personal items 
Separate business/pleasure 
From Paycheck stub 
Staples vs. food vs. meat 
Other household expenses 
Car, Credit Cards, etc. 
Doctors, Drugs, Hospitals 
Miscellaneous 

From Amortization Schedule 
From Paycheck stub 

From Tax Notice 

From Paycheck stub 
Electricity, gas, etc. 


Business Accounts 
Account 


Checking Account 


Acc’ts Receivable 
Accum. Deprec. 
Allowance/Bad 
Debt 
Buildings 
Cash on Hand 
Furniture/Fixtures 
Goodwill 
Inventory 
Investments 
Land 
Machines/Equipment 
Prepaid Items 
Vehicles 


Acc’ts Payable 
Mortgage/Lease 
Notes Payable 
Taxes Payable 


Check Interest 
Dividends 
Interest Earned 
Misc. Income 
Sales 


Advertising/Promo 
Auto Expenses 

Bad Debt 

Check Charges 
Cost of Goods Sold 
Depreciation 
Discounts Allowed 
Dues/Subscriptions 
Employee Benefits 
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Type 
CHECK 


ASSET 
ASSET 
ASSET 


ASSET 
ASSET 
ASSET 
ASSET 
ASSET 
ASSET 
ASSET 
ASSET 
ASSET 
ASSET 


LIABILITY 
LIABILITY 
LIABILITY 
LIABILITY 


INCOME 
INCOME 
INCOME 
INCOME 
INCOME 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
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Description 
By Bank Account 
Trade, Wholesale, Retail 


By category (credit balance) 


Percent of Accounts 
Receivable 


Cost 

Petty cash 

Cost 

Purchased companies 
Cost (LIFO, FIFO) 
Stocks, bonds, CDs 
Cost 

Cost 

Rent, interest, insurance 
Cost 


Bills you owe 

How much you owe 
Long-term loans 
Payroll, Sales, 
Unemployment 


From Checking Account 
Investments 
Investments 

All others 

Gross amount 


By category 
Fuel/repairs/insurance 
Deduct never-pays 
From Checking Account 
From inventory 

By category 

Off gross sales 

And other fees 
Insurance, pensions, etc. 
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Freight 

Insurance 
Interest 
Legal/Accounting 
Licenses 

Misc. Expenses 
Office Supplies 
Payroll Taxes 
Pension Plan 


Postage 

Rent 
Repairs/Maintenance 
Returns/Allowances 
Salaries/Wages 

Taxes 

Telephone 
Travel/Entertainment 
Utilities 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
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Shipping 

Fire, liability, auto. etc. 
On loans 

Professional fees 

All types 

Miscellaneous 

Cost 

Federal, FICA, State, etc. 
Employee benefits 

And other mailing costs 
Office space 

Janitorial, repairs, etc. 
Broken, missing, etc. 
And commissions 

By type 

Equipment and service 
Keep and record receipts 
Gas, water, electricity 


— — * 


Tax Preparation Accounts 
Name Type 
Personal Checking CHECK 
IRA Payments ASSET 
Keogh Payments ASSET 
Alimony Received INCOME 
All-savers Interest INCOME 
Cap. Gain-Long INCOME 
Cap. Gain-Short INCOME 
Cap. Gain Dividend INCOME 
Check Interest INCOME 
Estates and Trusts INCOME 
Insurance Reimb. INCOME 
Investments/Bonds INCOME 
Non-Tax Dividends INCOME 
Partnership Income INCOME 
Pensions/Annuity — INCOME 
Rent and Royalty — INCOME 
Savings Interest INCOME 
Seller's Mortgage INCOME 
Interest Penalty EXPENSE 
Legal/Accounting EXPENSE 
Loan Interest EXPENSE 
Local Tax Withheld EXPENSE 
Medical Insurance EXPENSE 
Medicine and Drugs EXPENSE 
Miscellaneous EXPENSE 
Mortgage Interest EXPENSE 
Non-cash Contrib. | EXPENSE 
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Name 


State Tax Refund 
Taxable Dividends 


Unemployment Comp. 


Wages and Salaries 


Accountant 
Advertising 
Alimony Paid 

Auto for Property 
Auto Registration 
Cash Contributions 
Casualty Losses 
Check Charges 
Credit Card Intrst. 
Depreciation 
Doctor, dentist, etc. 
Educational 
Federal Withheld 
Insurance 


Real Estate Tax 

Rent Paid 
Repairs/Maintenance 
Sales Tax 

State Withholding 
Telephone/Utility 
Travel/Entertainment 
Union Dues 

Wages 


Type 


INCOME 
INCOME 


INCOME 
INCOME 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 


` EXPENSE 


EXPENSE 
EXPENSE 
EXPENSE 
EXPENSE 
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Appendix 3 


Error Assistance 


Two kinds of errors can occur when operating Dollars and Sense: 
invalid data entry (or incorrect menu choices) and system 
operational errors. 


Data entry errors are easily fixed; the system issues a beep and the 
screen tells you exactly why vour data is unacceptable. 


System operation errors almost always arise from faulty disks. The 
magnetic medium of a disk is easily damaged, so it is wise to make a 
backup copy of your account file every time you update records. 


If your program disk does become “unreadable,” you can get 
another copy from Monogram. Please refer to the Consumer 
Support Guide for details. 


If asystem error message appears on the screen, check that your 
disks are in the proper drives. If you have two, the system disk 
should be in the internal drive; the disk for your files should be in 
the external drive. 


In most cases you can bypass a problem by rebooting the program. 
If the problem persists, make a careful note of the sequence of 
events that led to the malfunction and record any displayed error 
codes. Please call our Customer Service Group at (213) 215-0529 so 
that we can help you. 
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t 
! Account code, 36, 101 


Account Definitions, 79 
Account Definitions screen, 29, 79 
Account file, 22 
new, 27 
Account name, 36, 81 
Account numbers, 30, 80 
Account sets, 20 
business, 47, 70, 79 
household, 53, 70, 79 
tax preparation, 70, 79 
Account type, 20, 81 
Accounts Receivable, 48 
Acc’t for Charges, 100 
Acc’t for Interest, 101 
Add Line, 42, 77 
Additional Charges, 95 
Additional Interest, 95 
American Express, 57 
Amount, 106 
Amount field, 90 
Amount of File Used, 72 
Apple menu, 66 
Applications, 47 
ASSET entry screen, 37, 84, 87 
ASSET accounts, 20, 31 
“ASSETS?” 44 
Audit trail, 108 
Auto Set Name, 89, 91 
Auto Teller transaction, 41 
Auto Trans Sets Used, 72 
Automatic transactions, 22, 53-54, 91 


Backing up account files, 75 

Backup, 75 

Balance Sheet, 50 

Balance Sheet screen, 110 

Balances, 21 

Bank/Branch Name, 101 

Base Account field, 87 

Base account, 19, 21, 36, 83, 90, 92, 105 
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Begin New Year, 73 
Bill paying, 53 
Brokerage commission, 59 
Budgets, 

monthly, 21, 81-82 

variable, 21, 32, 41, 81 
Business Reimbursement account, 56-58 
"Buttons,' 80 
Buy, 60 
Call, 60 
Cancel, 67, 70-71, 74, 89-90, 93, 98 
Cash Flow Analysis, 50 
Cash on Hand account, 56 
Cash transactions, 57 
CHECK accounts, 20, 36 
CHECK entry screen, 36, 85 
CHECK ($) field, 38, 85-86 
Check Account Data, 99 
Check account reconciliation, 82 
Check Charges account, 30, 35, 82 
Check Interest account, 30, 35. 82 
Check number, 35, 37 
Check range, 90, 92, 103, 106 
Cleanup Windows, 43-44, 113 
Clear, 37, 85, 93 
Cleared Item, 90, 93, 106 
Client billing, 48 
Composite accounts, 44, 97-98. 11] 
Compressed report, 49, 107 
Controls menu, 43, 113 
Common stocks, 59 
Credit card management, 51 
Current Balance column, 49 
Data entry, 22, 76-89 

editing, 30, 76-89 
Date column, 85 
Date of Last Entry, 72 
Date range, 90, 92, 103, 105 
Decrease column, 87 
Defining accounts, 29, 80 
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| Defining budgets, 29 
; Delete Composite Accounts, 99 
| Deleting accounts, 34 
Deposit, 38, 40, 85, 90, 106 
Deposit ($) column, 40, 86 
Description column, 85 
Dialog boxes, 65 
Difference in Balances, 96 
Disk drive 
internal, 15 
external, 28 
Distribution Account column, 38, 85 
Distribution account, 19 
Dividends, 59 
Dollars and Sense 
capabilities, 13-14 
organization, 19 
Double-entry bookkeeping. 19 
Drive, 67-68 
Edit menu, 34, 76 
Edit Transactions Query screen, 89 
Editing account definitions, 34, 80 
Eject, 67-68 
End Edit, 34, 41-42, 55, 77-78, 82, 94 
EXPENSE accounts, 20, 33 
Expense account management, 56 
"EXPENSES;' 44 
Extend Account dialog box. 73 
Extending account files, 75 
Extension of Year, 73 
FICA, 39 
Fields, 22 
File Extension Number, 72 
File menu, 67, 69 
First Month, 69, 73 
Fiscal year, 27, 69 
Force Balance Agreement, 96 
"Get File" box, 67-78, 71, 74-75 
Graph menu, 44, 111 
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Graphs, 44 
Account Contribution to Totals. 111 
Actuals vs. Budgets. 111 
Actual/Budget Values, 44, 111 
Monthly Actuals-Budgets, 112 
Monthly Net Income, 112 
Monthly Net Worth. 112 

Gross Receipts account. 4" 


Hardware requirements, 15 
Help, 66 

Household Goods account, 62 
INCOME accounts, 21. 3 

In Use, 80 

Income Statement Screen, 109 
Income statements, 43. 50 
Increase column, 87 
Initializing, 69 

Insert Distribution Line. 78 
Interest charges, 51 
Inventories, 62 


Keyboard, 22 


LIABILITY accounts, 21, 51 
LIABILITY entry screen, 37, 84 
Loan payments, 42 

Long-term gains, 59 

Maintenance menu, 9° 

Memo, 104 

Menus, 22, 65 

Miscellaneous entry, 41. 85 
Miscellaneous Income. 32 
Miscellaneous transactions, 106 
“MIXED” composite account, 97 
MONTH/DAY, 37 

Modify Composite, 98 

Modifying check account data, 35 
Money Market Fund account, 59 
Mouse, 22 

Multiple distribution, 38—40, 48, 51, 57-58, 60, 86 
Name(s) on Account, 101 

Narrow Reports, 113 
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Net Annual Budget Balance, 29, 31, 42. 79 
Net Income, 72 

Net Worth, 72 

New, 69 

New Composite, 97 

New Composite Account screen, 97 
New Transactions, 37, 83 

Next Check No., 100 

No Initial! Accounts, 70 

Number of Accounts, 72 

Number of Transactions, 72 
Numbered, 101 

OK, 70, 72, 89-90, 93, 98 

Open, 68, 71, 74-75 

Options, 59 

Ordered by, 93, 106 

Output to Printer, 113 

Output to Screen, 42, 113 


Past Transactions, 89 
Paycheck account, 39, 41 
Payment column, 87 
Personal Checking, 35, 57 

Pie charts, 111 

Print Setup, 114 

Print Window, 113 

Printing checks, 104 

Problem solving, 23 

Purchase column, 87 

Put, 60 

Quit, 75, 104 

Reconcile Bank Statement, 92 
Reconciliation screen, 93 
Reconciliation balance, 94 
Reconciliation Query screen, 92 
Reconciliation Status screen, 95 
Reference guide, 65 

Release Auto Trans Set, 99 
Remove/Restore, 76-77 
Report menu, 49, 105 
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Reports, 42 
Account YTD Summary, 108 
Balance Sheet, 110 
Cash Flow, 110 
Income Statement, 109 
Income vs. Expenses, 109 
YTD Analysis, 109 
Monthly Actual Totals, 109 
Monthly Budget Totals, 109 
"Transaction, 42, 49, 88, 105, 108 
Transaction Activity Summary, 58 
Reselect Composite Account, 99 
Retrieve Remaining Entries, 96 
RETURN, 29, 34, 76-77 
Save, 41, 67, 70, 74-75, 88 
Save and Define Another Composite, 98 
Save Changes to Transactions dialog box, 91 
“Save File” box, 67, 70, 75 
Scroll box. 55, 68, 70, 78, 98, 102 
Select menu, 55, 79, 91 
Sell, 60 
Short-term gains, 59 
Show/Hide Account Names, 78, 86 
Skip check, 104 
Special, 85, 91, 96 
Specify New File box, 70 
Starting balance, 42, 81 
Statement Balance, 95 
Statistics, 71 
Stocks and bonds, 59-61 
Storing account definitions, 82 
S(witch), 48, 60 
TAB, 29, 34, 76-77 
Tax Item, 90, 106 
Taxes— Federal, 39 
Taxes— State, 39 
Title, 69, 73, 90, 106 
Title search, 61, 90 
Total Amount column, 49 
Transaction Description, 38 
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Transaction Entry Follow-up screen, 88, 9] 
Transaction entry, 36, 76 
capacity, 84 
Transaction Report Detail screen, 107 
Transaction Report Query box, 42, 105 
Transaction storage, 21, 78 
Tutorial, 27 
T(ax), 58-39, 86 
Undistributed transactions, 86 
Undo Entry, 30, 77 
Unnumbered, 36, 101 
Updating account files, 74 


Variable Budget, 81 

Variable Budgets Used, 72 

Version Number, 72 

View Each Check Before Printing. 103 
Void, 38 

What If?, 41, 79 

Wide Reports, 113 

Write Checks, 88, 102 

Year, 69, 73 

Your Record Balance, 95 
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NOTICE 


Although we make every attempt to verify the accuracy of this 
document, we cannot assume any liability for errors OF omissions. 
No warranty or other guarantee can be given as to the accuracy Or 
suitability of this software for a particular purpose, nor can we be 
liable for any loss or damage arising from the use of the same. 


The software contained in this package was designed to work on 
your computer system if all the parts of your System are fully 
compatible with the computer you are using. Compatibility is 
determined not by MONOGRAM. but by the company that 
manufactured your Computer. Accordingly, MONOGRAM is unable 
to guarantee that this product will work properly on systems that do 
not meet the standards for compatibility set by the manufacturer of 


your computer. 
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